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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


SOUTHERN DIVISION 


STATE OFFICE PROCEDURE FOR THE DISPOSITION OF 
ADJUSTMENT APPLICATIONS, UNDELIVERED CHECKS, 
LOST CHECKS, AND REFUNDS OF GRANT PAYMENTS 
UNDER THE 1937 COTTON PRICE ADJUSTMENT PAYMENT 


PLAN 


PART I. GENERAL NATURE OF THE FUNCTIONS AND 
RESPONSIBILITIES OF THE CLEARANCE 
UNIT WITH RESPECT TO THE ADMINISTRA- 
TION OF THE 1937 COTTON PRICE ADJUST- 
MENT PAYMENT PLAN. 


A. GENERAL FUNCTIONS OF THE CLEARANCE UNIT 


1. With respect to the administration of the 1937 Cotton Price 
Adjustment Payment Plan, the Clearance Unit shall perform the follow- 
ing functions: 


a. Administratively examine Applications for 
Payment pursuant to the 1937 Cotton Price Adjustment 
Payment Plan (hereinafter referred to as "applica- 
tions") and related documents in cases wherein 
questions have arisen with respect to payments accru- 
ing thereunder and to maintain any records which may 
be necessary in connection therewith. 


b. Receive checks, drafts, money orders, and 
other remittances in connection with refunds of 1937 
Cotton Price Adjustment Payments for the purpose of 
examining, endorsing, and scheduling same for collec- 
tion and deposit to the credit of the appropriation 
or fund to which they pertain. 


ce. Maintain records in connection with 
Treasury checks issued under applications and remain- 
ing undelivered for any reasons. 


d. Schedule Treasury checks for cancelation 
in cases wherein the amounts thereof are not due the 
payees, where the payces are deceased or incompetent, 
or which otherwise have been erroneously issued and 


are not properly payable. 


e. Prepare vouchers and schedules for the 
payment of amounts which are due applicants sceking 
adjustments in payments previously certified, or for 
the return of excess remittances. 


B. PREPARATION OF A MONTHLY REPORT. 


ee 
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1s At the close of thé month the Disbursing Officer will sum- 
marize on Standard Form No, 1045, "Summary of Collections", the sched- 
ules of collections received from the State Office and note thereon 
any uncollectible checks returned during that month. The original and 
four copies of Standard Form No. 1045 will be forwarded to the State 
Office. The Remittance Clerk, the State Accountant, and the Gertity—"* 
ing Officer shall examine the Standard Form No. 1045 to verify the 
fact that their records are in agreement with those of the ae ii 
Office and distribute the copies thereof as follows: | 


a. The Certifying Officer shall sign the original 
and four copies, inserting thereon his title and the date 
of his signature. 


b. The original and one copy shall be returned to 
the Disbursing Office. 


c. One copy shall be forwarded to the office of 
Budget and Finance, Department of Agriculture, Washington, 
Dew. 


da. One copy shall be filed by the State Accountant. 


e. One copy een: be filed in the Clearance Unit 
in the folder containing the schedules covered thereby. 1 


2. At the close of each month the Remittance Clerk shall prepare 
a statement of the work performed by the Clearanco Unit tobe submitted 
by the Administrative Officer in Charge (hereinafter referred to as 
"Administrative Officer") to the Director of the Southern Division 
(hereinafter referred to as "Director"). The report should show the 
number of cases reccived, sent forward for settlement, petit ed and on 
hand by the following types of cases: 


a. The number of undelivered checks, differentiating 
between those returned by reason of the death or incompetence 
of the payee and those returned for other reasons. . 


b. The number of adjustment applications. 


c. The number of refunds received. 


d. The number of checks canceled, differentiating 
between those canceled by the Disbursing Office and those 
canceled by the Records Division, ees Section, General 
Accounting Office. 


1/ See Part III, Section A, Paragraph 7i., infra. 
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PART II, GENERAL PROCEDURE TO BE FOLLOWED WHERE TREASURY 
CHECK IS NOT DELIVERED. Qublly 


A. . RETURN TO DISBURSING OFFICE 


1. If any treasury check issued pursuant to an application 
cannot be delivered to the payee by the Treasurer of the County 
Agricultural Conservation Association (hereinafter referred to as 
"Association Treasurer") by reason of the death, incompetency, or z 
disappearance of the payee or for the reason that the amount of the 
check is not due the payee or his estate, or for other reasons, the 
check shall be returned by the Association Treasurer to the Disburs- 
ing Office from which issued in accordance with instructions con- 
tained in the transmittal letter, Treasury Department, Division of 
Disbursements, Form No. 1721 and in ACP Letter No. 24, issued Decem- 
ber 7, 1937, by Mr. G. F. Allen, Chicf Disbursing Officer. - 


2. The State Office shnll be notified by the Association 
Treasurer of each check returned to the Disbursing Office. A 
separate letter to the State Office shall be prepared with respect 
to each returned check setting forth the check number, the name of 
the payee, the date and amount thereof, the serial number of the 
application under which the check was drawn, the administrative 
number of the voucher on which the check is listed, and the reason 
_for returning the check. Any forms or statements which may be 
required by the circumstances causing the rcturn of the check should 
accompany the letter of notice to the State Office. If the forms or 
statenents cannot be secured immediately, an explanation of the 
reasons therefor should be incorporated in the letter. 


B. NOTICE TO STATE OFFICE FROM DISBURSING OFFICE 


1. An original and three copies of Treasury Form No, 1664-A 
(Revised), "Memorandum of Returned Check", will be forwarded to the 
State Office when a Treasury check is returned to the Disbursing 
Office by the Association Treasurer, 


2. <Any information or documents such as Letters of Adminis- 
tration, Forms CAP-111, etc., received from the county office by 
the Disbursing Office contrary to the instructions contained in 
Section A, of this Part II, will be transmitted to the State Office 
together with Treasury Form No. 1664-A (Revised), if the payee is 
deceased, or because of the legally adjudged incompetence or alleged 
incompetence of the payee. As a matter of procedure, the Disbursing 
Office will not attach to Treasury Forms No. 1664-A (Revised) the 
letters of explanation received in connection with checks returned 
for other reasons. 


3. The Disbursing Office will not notify the State Office 
when a check is returned because it was not drawn to the person in 
the amount listed on the voucher since no action in connection 
therewith is required to be taken by the State Office. 


psy ae 


4. The State and county code number and the application ser- 
ial number, preceded by the symbol "CAP", should be entered at once 
upon the original and all copies of Treasury Form No, 1664-A, (Revised). 


5. An original and two copies of Form ACF-28, "Official 
Receipt", and one copy of Form ACP-28A, "Notice of Remitter", should 
be prepared 2] and distributed by the Remittance Clerk, immediately 
after the receipt of Treasury Forms No. 1664-A (Revised) as follows: 


a. Enter the symbol "1937 CAP" in the space 
above the title. 


b. Enter the name of the Association Treasurer 
after the words "Name of Remitter". 


ce. Enter the address of the Association Treas- 
urer in the spaces provided after the words "Street or 
Box Number", "Post Office", and "State". 


ad. inter the name of the payee of the returned 
check after the words "Applicant's Name", 


e. Enter the abbreviation "tty, Ch." after the words 
"Nature of Remittance". 


f. Make no entry after the words "Payable to", 
"Schedule No. of Standard Form No. 1044, Rev.", "D. 0. 
Voucher No.", and "Date". 


g. Enter the State and county code and serial 
numbers of the related application in the spaces provided 
after the words "State and County Code No." and "Serial 
No," 


h. Enter the date of the returned check after the 
words "Date of Remittance". 


i. Enter the check number after the words 'Re- 
mittance Number", 


ao Enter the amount of the check after the words 
"Amount $"' 


k, The administrative Officer in Charge should 
sign Form ACP-e8A and it should be forwarded to the 
Association Treasurer as his receipt. 


2/ This should be done in @ simultaneous operation on the typewriter, 
making Form ACP-28A the second copy. 
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1. The original and two copies Bf of Form ACP-28 
should be placed in the case file pending settlement of 
the case. 


C, H#ILES FOR TREASURY FORMS NO, 1664-A (REVISED) 


1. The‘original and two copies of Treasury Forms No, 1664-A 
(Revised), issued by the Disbursing Office in connection with checks 
returned for reason other than the death or incompetence of the 
payee should be placed in a separate file by the Remittance Clerk, 
pending settlement of the account, with regard to the month in which 
the check was issued. Treasury Forms No. 1664-A (Revised) prepared 
with respect to checks issued within the same month should be filed 
in a series and given a file serial designation which should be the 
month in which the check was issued followed by the date ninety cal- 
endar days succeeding the first day of the month immediately follow- 
ing the month in which the check was issued, e.g., Treasury Forns 
No. 1664-A (Revised) for checks issued in December 1937, should be 
filed in a series designated by "Issued December 1938 ~ To General 
Accounting Office April 1, 1939", The last date is the day on which 
the check represented thereby will be forwarded to the General Ac- 
counting Office by the Disbursing Office. The several file series 
should be kept, beginning with the earliest designation, in chrono- 
logical order. Treasury Forms No. 1664-A (Revised) should be filed 
within the several series, alphabetically by the payees!' names. 2/ 


2. One copy of Treasury Form No. 1664-A (Revised) should be 
securely attached to the case file upon receipt from the Disbursing 
Office. 


3. The action "Held - Whereabouts Unknown!" is to be indicated 
only when a subsequent request is received from the Disbursing 
Office as to the disposition to be made of the check in which event 


Ey See Fart III, Section A, paragraph | oan Tes 


A file of tie nature is essential in view of the facts that: 

(1) the procedure to be followed in the settlement of any case will 
be dependent, in part, upon the location of the check, i.e., whether 
held by the Disbursing Office or the General Accounting Office, at 
the time settlement is attempted; (2) it will serve as a basis at 
all times to determine cases wnich require particular attention if 
settlement is to be completed prior to the time the checks are re- 
quired to be transmitted to the General Accounting Office; (3) the 
Disbursing Office may, upon a request” from the State Office, with- 
hold the delivery of a check to the General Accounting Office in. 
instances where settlement of the case will be completed shortly 
after the ninety day period. It may be well to ascertain from the 
Disbursing Office the location of a check when settlement is to be 
made shortly after the expiration of the ninety day period. 
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the State Office will return ae one copy of Treasury Form 1664-A 
(Revised) properly executed. 2 


4, The original and two copies of Treasury Forms 1664—A 
(Revised) received in connection with cases wherein the payee of the 
returned check is deceased or incompetent should be placed in a 
separate file alphabetically by payees'! names. One copy of Treasury 
Form 1664-A (Revised) should be firmly attached to the case file. 


5. If it is determined that the check is to be canceled, one 
copy of Treasury Form 1664-A (Revised) should be returned to the Dis- 
pursing Office, which copy shall be signed by the Administrative Officer. 
This copy shall be attached to Standard Form No. 1044, Revised, altered 
to be a schedule of canceled checks (See Part V hereor ys The remain- 
ing copies should be placed in the folder containing documents or papers 
relative to any claim for the proceeds of the canceled check. 


PART III, GENERAL PROCEDURE TO BE FOLLOWED WHERE REMITTANCES 
OTHER THAN TREASURY CHECKS ARE RECEIVED. 


A. RECEIPT OF REMITTANCES IN CONNECTION WITH APPLICATIONS 


1. All remittances received in the State Office in the form of 
post office money orders, certified checks, bank drafts, bank cashicr's 
checks, etc., in connection with an application should be routed to 
the Remittance Clerk together with the related correspondence and docu- 
ments. 


2. All remittances shall be disposed of within the day received. 


3. Every remittance should 6/ be examined to determine that it 
may be negotiated by the Disbursing Officer. A remittance which is 
negotiable must be properly dated, drawn payable to the order of the 
"Treasurer of the United States" or in a manner to permit endorsement 
to that official “4 signed, and must show an exact agreement between 
the amount as expressed in figures and the written amount. If it is 
not negotiable, it should be returned to the drawer of the remittance 
through the county office accompanied by a letter in which the reasons 
that the remittance is not negotiable are eet forth and requesting that 
an acceptable remittance be secured. 


5/ If such action has been taken, only the original (initialed) and one 


copy (signed) need be returned to the Disbursing Office in making final 
disposition of the check in accordance with Part VII, Section B, para- 
graph © hereof, 

6/ Cash may be accepted in lieu of remittances in the form of money or- 
ders, cashier's checks, etc., and scheduled for collection as herein- 
above provided as a cash item. Postage stamps received as renittances 
must be converted into cash. The practice of making a refund in the 
forn of cither cash or postage stamps should be discouraged. 

7/ See Section B, paragraph 2, infra. 
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4, A receipt number for each remittance which may be negotiated 
should be assigned by the Remittance Clerk in the series adopted pur- 
suant to paragraph 4, Section A, iu Ill, of SRC-102, as amended. 


5. An original and two copies of Form ACP-28 and -one copy of 
Form ACP-28A should be prepared and distributed after a receipt num- 
ber has been assigned as follows; 


a. Enter the symbol "1937 CAP" in the space above: 
the title. | ee 


b. Enter the name of the person who forwarded the 
romittance to the State office after the word "Remitter". 


c. Enter the address of the person who forwarded 
the remittance after tho words "Street or Box Number’ » 
"Post Office", and "State". 


d. Enter the name of the applicant for whom the 
refund was made after the words "Applicant's Name". 


e. knter the nature of the sc. ee after the 
words "Nature of Remittance". 


f. Enter the name of the person to whose order 
the remittance is drawn after the words "Payable to". 


&- Enter the schedule number of the Standard 
Form No. 1044, Revised, woon which the remittance is sche- 
duled for collection 3} aftor the words "Schedule No. of - 
Standard Form No. 1044, Rev." 


h. Enter the Disbursing Office Voucher number 
under which the refunded payment was originally certified 
after the words "D. 0. Voucher No." 


i. Enter the date on which the refunded payment 
was made as shown on the Schedule of Disbursements after 
the word "Date", 


j. Enter the receipt number after the words "Re- 
ceipt Ne." ; 


k. Enter the State and county code and applica- 
tion serial numbers with respect to which the refund is 
made in the spaces after the words "State and County Code 
No." and "Serial No." 


8/ See paragraphs 6b. and 8a., infra. 


sa 


1. Enter the date of the zene tence ae the 
words "Date of Remittance", 


n Enter. the serial number of the réuittatioe | 
after the words “Remittance Number".: 


n. Enter the amount of the remittance after the 
words "Amount $"., py secney, .y ne 


o. Enter the symbol number of the appropriation 
or special deposits account to be credited after the 
words "Fund Credited". 


De A concise statement of the action ‘taken or 
proposed to be taken in connection with the refund and 
the reason for scheduling the remittance to the particu- 
lar appropriation or to the special deposits account 
should be made in the blank space bencath the words "Ac- 
tion Taken"... This statement should not be made on Form 
ACP-28A. 


q. The Administrative Officer should sign .all 
copies of Form ACP~28 and Form ACP-28A, and Form ACP=28A 


should be forwarded to the ce as his eee eiat 


6. If the appropriation to which the remittance pertain’ has 


been determined and the remittance is in the exact amount or not in ex- 
cess of the exact amount due as a refund, the remittance .should be 
indorsed 9/ and scheduled for collection and deposit by preparing an 
original and seven copies of Standard Form 1044, Revi eeds "Schedule 

of Collections", as follows: 
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a. Enter the State and conn vee members ae the 
symbol "Cap" in the space above the title. 


b. Enter the schedule number whieh shall be 2001 
for the first schedule, preceded by the symbol "CAP", and 
continue thereafter in numerical sequence until the eA 
of the fiscal year; this number to be entered on each 
sheet of the schedule. 


c. Enter the sheet number which shall we yas 
there is only one sheet; of 1 or 2 sheets, 2 of 2 sheets, © 
etc., if the schedule consists of two or more sheets. 


a. Enter the word "Aoriculture" over the words 
"(Department or Establishment)". 


see Section 3, infra. 
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e. Enter the letters "A. A, A.".followed by the 
name of the State in which the State office is located 
and the words "State office" over the monde "(Bureau or 
Office)", 


f. Enter "G, F. Allen, Chief se Re officer" 
after the words "Received by". ah. ae 


g- Enter the name of the city and. State in which 
the Regional Disbursing Office is located after the word 
Natt, ; 


h. Enter the month and year in which the schedule 
is expected to be taken up by the Disbursing Officer af- . 
ter the word "Period", 


i. Enter the symbol aumber furnished by the Dis-. 
bursing Officer for this purpose after the words "D. om 
Symbol No." 


j- Enter the date the remittance was reccived in 
the column entitled "Date Received," 


k. Enter the reccipt number 10/ in the column en- 
titled "Receipt Number". : 


1. Enter in the column entitled "Name of Remitter", 
the name and address of the bank upon which the cashier's 
check, draft, ctc., was drawn, e.g., Commercial National 
Bank, Oklahoma City, Oklahoma, in the case of a postal money 
order, entor "U.S.P.M.0." followed by the name and address 
of the issuing post office;.and, in case of a personal check, 
the name and address of the drawer followed by the name and 
address of the bank, The date and the serial number of cach 
renittance should be entered directly beneath the name and 
address. When cash refunds are reccived, the nane and ad- 
dress of the person making the refund and the words "Cash . 
Item" should be entered. 


m. A concise statement of the purpose oe Bil 
the refund was made should be entered in the column en- 
titled "Detailed Description Of Purpose For Which Col- 
lections Were Received", including therein the name of | 
the applicant; the scrial number of the application un- 
der which the rcfunded payment was made; the "Disbursing 
Officer's Voucher No." under which the refunded payment 
was scheduled; and the number of the check representing 
the refunded payment as it appears in the yoychor. 


See Paragraph 4, supra. 
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n. The amount of the remittance should be entered 
in column entiticd "Amount ." 11/ 


o. Enter the symbol and title of the appropriation 
to be credited in the column entitled "Fund to be 
Credited"; this symbol and title of the appropriation 
is not required to be entered for each item listed. 


p. Enter the total amount of the check(s) in the 
space provided in the fifth colum after the word LE Sree LS 
this total is to be entered only on the last sheet when 
the schedule consists of more than one sheet, 


q. The date the schedule is forwarded to the 
Disbursing Office and the signature and title of the 
Administrative Officer should be entered in the lower right 
corner (the lower left corner is for the use of the Dis- 
pursing Office); these entries are to be made only on 
the last sheet when the schedule consists of more than 
one gheet. 


r. When a schedule consists of more than one 
sheet, the sheets comprising each of the eight sets should 
be firmly stapled together. 


7. Standard Form No. 1044, Revised, when used as a schedule of collec- 
tions, should be distributed as follows: 


a. Forward the original and three copies to the 
Disbursing Office together with the checks, drafts, or 
money orders covered thereby. If mailing is required the 
material should be registered. One of such copies must be 
stamped "Forward to Records and Accounts Section, A.A.A., 
Washington, D. C." 


b. Forward one copy to the Bookkeeping and Warrants 
Section, Treasury Department, Washington, D. C. 


c... Forward one copy to the Accounting and Bookkeeping 
Division, General Accounting Office, Washington, D. C., 
accompanied by one copy of Form ACP-28. 


dad. File two copies numerically in a pending file. 


e. The Disbursing Office, after a period of approxi- 
mately forty-cight hours from the time the schedule is 
received, will return one copy, accompanied by "Certificate 
of Deposit, Form 1 (Revised)" Treasury Department, Division 
of Bookkeeping and Warrants, to the State office. 


11/ When checks, drafts, and money orders are scheduled on the sane Standard 


— Form No. 1044, Revised, they should be grouped by a and a sub-total 
for each type entered in the acim entitled "Anount 
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f. The infornation shown in the lower left -cor- 
ner of the copy returned from the Disbursing Office 
should be transcribed upon the file copies after verify- 
ing the collection of scheduled items and the certificate 
of deposit number and the date thereof should be inserted 
in the spaces provided on Form ACP-28. 


g. Forward the copy returned from the Disbursing 
Office, accompanied by the Certificate of Deposit and one 
copy of Form ACP-28, to the State Accountant. 


h. Forward one copy of the schedule showing the 
information transcribed thereon in accordance with sub-. 
paragraph f. of this paragraph 7, to the Office of 
Budget and Finance, Department of Agriculture, Washington, 
D. C. 


i. One copy should be filed numerically in the 
Clearance Unit in separate folders by the month and year 
in which the schedules were aig as received by the 
Disbursing Office, 


8. When a check, draft, or money order has been received and 
it is not possible to determine immediately that the remittance is in 
the exact amount, or not in excess of the exact amount, due as a:. 
refund or the appropriation to which the remittance pertains is not. 
known, the remittance shall be deposited to the credit of the Bae 
deposits account by preparing Standard Form No, 1044, Revised, 
accordance with the procedure outlined in pee 6 of this a A, 
except that: 


a. The schedule number shall be 5001 for schedules 
of collections to the credit of special deposits account, 
preceded by the symbol "CAP", for the first schedule, and 
continue thereafter in numerical sequence for schedules of 
Similar remittances until the end of the fiscal year. 


db. The symbol number and title of the special 
deposits account to be entered in the column entitled, 
"Fund to be Credited" reads as follows: "03.37-Special 
Deposits — 66.2-195 Suspense, AAA, Conservation Program". 


c. Remittances which are to be covered into the 
special devosits account shall not be scheduled on a 
Standard Form No. 1044, Revised, listing remittance to 
be credited to another appropriation or account. 


9. The distribution of Standard Form No. 1044,:Revised, pre- 
pared with respect to checks, drafts, and money orders to be taken up 
in the special deposits account will be the same as that prescribed in 
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paragraph 7 of this Section A, with the exception that the copy of Form 
ACP-28 which is to be transmitted to the State Accountant. should be. 
kept by tho Remittance Clerk pending final disposition of the collections. 


10. Remittances received from different counties should be 
listed on different schedules but all of the remittances from one county 
may be listed on one schedule provided that not more than five sheets 
are required. All of the remittances which are to be credited to the 
sane appropriation may be scheduled on the same Standard Forn No. 1044, 
Revised, but remittances to be covered into different. appropriations 
should not be scheduled on the same Standard Form No. 1044, Revised. 


11, Any check, draft, or money order received by the Disbursing 
Officer rather than the State office will be placed in the special 
deposits account by the Disbursing Office by scheduling the item on 
Standard Form No. 1044, Revised. One copy of Standard Forn No. 1044, 
Revised, will be forwarded to the State Office. The Renittance Clerk 
should prepare two copies of the Standard Form No. 1044, Revised, re- 
ceived fron the Disbursing Office and forward one copy to the Office of 
Budget and Finance, Department of Agriculture, Washington, D. C., and 
retain the other copy in his file. ee The copy transmitted to the State 
office from the Disbursing Office should be forwarded to the State Ac- 
countant. There shall be entered on the Standard Form No. 1044, Revised, 
and on each copy thereof, above the number, if any, assigned by the 
Disbursing Office, the next consecutive number to be assigned to sched- 
ules of collections to the credit of the special deposits account. 

The copy kept by the Remittance Clerk shall be filed by the State Office 
serial number. The schedule shall thereafter be referred to by reference 
to the number assigned by the Disbursing Office and by the number as- 
signed by the State Office. 


12. Prepare Forms ACP-28 and ACP-c8A in the manner prescribed. 13/ 
B. ENDORSEMENT OF CHECKS FOR DEPOSIT 


1. All remittances drawn payable to the order of the "Treasurer 
of the United States" must be restrictively indorsed before they are 
scheduled for payment by the Remittance Clerk immediately following the 
receipt thereof by means of a rubber stamp reading as follows: 


Pay to the order of 
The Treasurer of the United States 
Division of Disbursement, Treasury Department 
Southern Division, A.A.A., U. S. Department of Agriculture 


(location) 


12/ See Section A, this Part III, paragraph 7h., supra. 


13/ See Section A, this Part III, Paragraph 5, supra. 
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2. <Any checks, drafts, or money orders drawn payable to "Southern 
Division", "Agricultural: Adjustment Administration", "Department of Agri- 
culture", or in a similar impersonal manner may (if otherwise negotiable) 
be accepted and indorsed by rubber stamp in the manner indicated in para- 
graph 1 of this Section B.. Checks, drafts, or money orders drawn payablo :- 
to some person other than the Treasurer of the United States, must first 
be indorsed "Pay to the order of the Treasurer of the United: States" over 
the signature (and title) of the payee named therein, or by some. person 
by hin duly authorized through a Power of Attorney to indorse for him , 
and on his behalf. In view of the difficulty and inconvenience incident. a 
to securing the indorsement which renders the instrument payable to the 
Treasurer of the United States, particularly in. cases wherein the check 
is drawn payable to "Secretary of Agriculture" or to "Henry A. Wallace, 
Secretary of Agriculture" or. to some other official not- located in the 
State Office, the remittance should be returned to the remitter with a. 
request that it be drawn in a.manner which will permit the rubber stamp -- 
indorsement. referred to in paragraph 1. of this Section B. 


C. UNCOLLECTIBLE CHECKS 


1. An uncollectible check; i.e.,; a bad check or a check which is’: 
not honored at par, will be returned by the Disbursing Office to the 
State office accompanied by two copies of Standard Form No. 1044, Revised, 
with the title thereof altered to read "Schedule of Uncollectible checks". 
The Remittance Clerk and Administrative Officer should immediately sign one 
copy to indicate the receipt of the check(s) described therein and: return © 
the copy to the Disbursing Office. Ba 


ee The Remittance Clerk should prepare an original and three copies 
of Form ACP-24, "Debit Voucher for Uncollectible check(s) Returned", as 
follows; ; int, ek 


ticular copy, or copies, are to be forwarded after the word 
"To", Form ACP=24 shall be prepared so that. (1) one copy 
will be forwarded to the State Accountant; (2) two copies 
may be forwarded to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C.; and. (3) one 
copy may be kept in the Clearance Unit filed numerically. 


a. Enter the name of the office to witch the par= 23 


ay 


b. Enter after the abbreviation "No." the schedule 
number one (1) preceded. by the symbol "CAP", for the first 
schedule and continue thereafter in numerical sequence until 
the close of the fiscal year ending June 30, 1939. 


c. Enter the current date after the word "Date! 
appearing in the upper right corner. oa 
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da: Enter the name of the ee ‘after the word "Pron!" 
and enter the word "Southern" atter the words "State office". 


e. Enter the Reecri pti on of the check(s) in the 
manner indicated. 14/ 


f. Enter the "Schedule No." and date "Forwarded" 
from the Standard Form No. 1044, Revised, upon which the. 
check was scheduled for collection. 


g Enter the symbol number of the appropriation or 
the special deposits account after the word "Symbol". 


daly Enter the total amount of the checks returned as 
uncollectible after the word "amount". 


i. Enter the total amount 15/ of the remittances 
scheduled on Standard Form No. 1044, Revised, wpon which the 
check was scheduled for collection, in the blank space after 
the words "Deleted from schedule, which has been reduced in 
total from". 


‘j. dmter the amount which remains after the total 
amount of the uncollectible checks is deducted from the total 
of the remittances scheduled on Standard Form No. 1044, 
Revised, upon which they were originally scheduled, in the 
blank space between the word "to!" and the words "by the 
Division of Disbursements, Treasury Department". 


k. If an effort is being made to collect the items 
returned as uncollectible there should be inserted beneath 
the printed matter of Form ACP-—24 on the copies which are 
to be forwarded to the Office of Budget and Finance a 
statement: "An acceptable remittance is being secured", In 
the event no effort will be made to secure an acceptable 
remittance, there should be inserted a statement to the 
effect that "no remittance will be secured to replace the 
uncollectible item" and give the reasons therefor. 


1. The Remittance Clerk should initial and the 
Officer in Charge should sign each copy of Form ACP-24. 


m. Form ACP-24 should be forwarded to the offices 
as indiceted in sub-paragraph a. of this paragraph ¢. 


14/ If more than two checks listed on the same schedule of collections 


were returned as uncollectible, the words "See other side" should be 
inserted in the space provided for the description of the checks and 
the complete description of the checks entered on the reverse side of 
Form ACP-24. The reasons for the return of each check will be taken 
from the Standard Form No. 1044, Revised, as altered to be a schedule 
of uncollectible checks. 

15/ See Section 4, paragraph 6 p., supra. 


3. The copy of Standard Form No. 1044, Revised, as altered to 
be a Schedule of Uncollectible Checks, which is kept by the Remittance 
Clerk, should be attached to the original schedule of collections to 
which it pertains. The total of the schedule of collections should be 
lined out and the original total of the schedule less the total amount 
of the uncollectible checks should be entered. in lieu thereof and the 
entry initialed and dated by the Remittance Clerk. This corrected total 
should agree with the amount entered on Form ACP-24 in accordance with 
sub-paragraph j., paragraph 2 of this Section C. Enter the words "See 
attached schedule", opposite the entry for the uncollectible check on 
the schedule of collections. 


4, The drawer of the check should be notified of the return of 
his check and of the reasons therefor by forwarding the check to him 
through the county office and the drawer of the check should be requested 
to make an acceptable remittance in the amount due if the account of the 
applicant for whom the remittance was received has not otherwise been 
settled. 


5. A remittance replacing one previously returned as being un- 
collectible should be examined and listed on a new schedule for collec— 
tion as provided in Section A, either in paragraph 6 or paragraph 8, 
of this Part III with the exception that a notation shall be made in 
the body of the new Standard Form No. 1044, Revised, that this check 
represents the recovery of the amount of the uncollectibke check pre- 
viously scheduled under Receipt No. » schedule No. - ; 
Form ACP—24 No. : : : 


PART IV, PROCEDURE TO BE FOLLOWED IN TRANSFERRING FUNDS 
FROM THE SPECIAL DEPOSITS ACCOUNT TO THE 1937 
COTTON PRICE ADJUSTMENT APPROPRIATION AND RE- 


FUNDING REMITTANCES 


A, WHERE REMITTANCE IS CORRECT AMOUNT DUE 


1. When an examination of the case indicates that a check, draft, 
or money order which was scheduled for collection to the credit of the 
special deposits account 16/ is the amount, or not in excess of the amount 
due as a refund under an application, prepare an original and eight copies 
of Standard Form No. 1046, Revised, "Schedule of Transfers - Special 
Deposits", as follows: 


a. Enter the State and county code numbers in ‘the 
space above the title. 


16/ See Part III, Section A, paragraph 8, supra, 


Baap (ae 


b. Enter the schedule number which shall be the nun- 
ber 7001, preceded by the symbol "CAP", for the first sched- 
ule, and continue thereafter in numerical sequence until the 
end of the fiscal year; this number is to be entered upon cach 
sheet of the schedule. 


c. Enter the sheet numbers which shall be 1, if 
there is only one sheet; 1 of 2 sheets, 2 of 2 sheets, ete.; 
if the schedule consists of two or more shects. 


d. Enter the word WAesriculture" over the words 
"(Department or Establishnent)". 


e. Enter the letters NA. A.A." followed by the name of 
the state in which the State office is located followed by 
the words "State Office!" over the words "(Bureau or Office)". 


f. Enter "G. F, Allen, Chief Disbursing Officer" 
after the words "Made by". 


g. Enter the nane of the city and State in which the 
Disbursing Office is located over the word "(Station)". 


h. Enter the month and year current at the time the 
schedule is expected to be taken up by the Disbursing Office 
after the word "Period". 


i. Enter the symbol nunber furnished by the Dis- 
bursing Officer for this purpose after the words "D. 0. 
Symbol No." 


j. Enter the date the remittance was received in the 
column entitled "Date Received". 


k. Enter the receipt number 1g ii oie cosunn 
entitled "Receipt Number". 


1. Enter the nane and address of the bank or post 
office in the case of a check, draft, or money order, or if 
& personal check, the name and address of the drawer and of 
the bank upon which draym in the column entitled "Nane of 
Renitter". Enter the date and serial number of each re- 
nittance beneath the name and address of the remitter. If 
the refund is made in cash, enter the name and address of 


the person naking the refund and the words "Cash Iten". 
n. A concise statenent of the purpose for which the 


’refund was nade, including the nane of the person to whon 
the refunded paynent was nade, the application serial 


Li See Part III, Section A, paragraph 4, supra. 
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‘number, the "Disbursing Officer's Voucher No." under 
which the refunded payment was scheduled, and the nun- 
ber of the check répresenting the former payment as 

it appears from the voucher should be entered. in the 
column entitled "Detailed Description of Purpose for 
which Collections were Received", 18/ 


n. Enter the amount of the refund which is be- 
ing transferred from the special deposits account to 
the appropriation, in the column entitled "Amount to 
be Transferred to Regular Account". 


o. Enter the synbol and title of the appropria- 
tion to be credited in the column entitled "Fund to be 
Credited"; this symbol and title of the appropriation _ 
is not required to be entered for each item listed un- 
less the various items are to be credited to different 
appropriations. 


p. Enter the total amount of the items to be 
transferred in the fifth column after the word "Total"; 
this total is to be entered only on the last sheet 
when the schedule consists of more than one sheet. 


q. The signature of the Certifying Officer 
should be entered in the space above the words "(Sig- 
nature of Approving Officer)" and his title is to be 
entered after the word "Title" in the lower right cor- 
ner; these entries are to be made only on the last 
sheet when the schedule consists of more than one sheet. 


r. When a schedule consists of more than one 
sheet, the sheets comprising each of the nine sets 
should be firmly stapled together. 


e. Transfers of amounts received as refunds from different 
counties should be listed on different schedules but all of the trans- 
fers of refunds from a county may be listed on one schedule provided 
that not more than five sheets are required. Refunds transferred from 
the special deposits account to different appropriations should.not 
be scheduled on the same Standard Form No. 1046, Revised. 


3. Standard Form No. 1046, Revised, should be distributed as 
follows: 


18/ The entries required in sub-paragraphs j., k., 1., and m. of para- 
graph 1, Section A, Part IV, should agree with the corresponding 
entries appearing on the Standard Form No. 1044, Revised, on which 
the items are scheduled for collection, 


e 


iS 


a. Forward the original and three copies to 
the Disbursing Office. One of these copies must be 
stamped "Forward to Records and Accounts Section, 
Agricultural Adjustment Administration, Washington, 
Dee 


b. Forward one copy to the Bookkeeping and 
Warrants Section, Treasury Department, Washington, 
1D) A Cia 


c. Forward one copy to the Accounting and 
Bookkeeping Division, General Accounting Office, 
Washington, D. C. 


d. File two copies numerically in a pending 


Tae. 


e. The Disbursing Office, after a period of 
approxinately forty-cight hours from the time the 
schedule is received, will return one copy, together 
with a certificate of deposit, to the State office. 


f. Transcribe the information shown in the 
lower left corner of the copy returned from the Dis- 
bursing Office upon the two file copies after veri- 
fying the transfer of the scheduled items. 


g. Transmit the copy returned from the Dis- 
bursing Office, Aree eraTS by the certificate of de- 
posit and Forn ACP-28 19/ to the State Accountant. 


h. Forward one copy of the schedule showing 
the infornation transcribed thercon in accordance with 
subparagraph f. of this paragraph 3 to the Office: of 
Budget and Finance, Department of Agriculture, Washing- 
GOT RL 6 ae 


i. One copy should be filed by schedule num- 
bers in the Clearance Unit. 


B. WHEN THE REMITTANCE WAS NOT THE CORRECT AMOUNT DUE 


1. When an examination of the case indicates that a remittance 
scheduled for collection and deposit to the credit of the special de- 
posits account 20/ is in excess of the amount due as a refund under an 
application, Standard Form No. 1046, Revised, should be prepared in 


19/ See Part III, Section A, paragraphs 5 and 9, supra. 
20/ See Part III, Section A, paragraph 8, supra. 


necordsnce with Section A of this Part IV’ for the amount of the remit- 
tanec which has been determined to be the amount due as. a refund. 

If no refund is due under the application and the entire amount of 

the renittance is to be returned to the depositer, it is not necessary 
to prepare Standard Form No. 1046, Revised, since no anount ‘is to be 
transferred to the appropriation account. 


2. The amount of the remittance which is in excess of that 
due will be vouchered on Standard Form No. 1047 "Public Voucher for 
Refunds", and Standard Form No. 1048, "Public Voucher for Refunds - r 
iiemorandum", as follows: 


a. The original will be Standard Form No. 1047 . 
and the three copies required will be Standard Form No. 
1048. 


b. Enter the serial number which shall be the 
number one (1) preceded by the symbol "CAP" for the first 
voucher and continue thereafter in numerical sequence 
until the end of the fiscal year. 


c.. The "D, 0. Voucher No." will be Left: olank 
as it will be filled in by the Disbursing Office. 


ad. Enter the words "Department of Agriculture, } 


AAA State Office" (inserting the name of the 
State after the letters "U. S.") 


e. Enter the name of the city and State in which 
the State office is located after the word "Location". 


f. Insert the symbol number and title 21/ of the 
special deposits account after the words "Anpropriation 
Ole unde., 


g. Enter the name of the payee (the person to 
whom the excess amount is being returned) after the word 
Wool : 


h. Insert the words "In care of" followed by the 
name and address of the proper Association Treasurer af- 
ter the word "Address". 


i. Insert the abbreviation "Sch. of Col. No." 
followed by the schedule number of the Standard. Form 
No. 1044, Revised, upon which the remittance was cov- 
ered into the special deposits account after the words 
"Deposit received from the above named depositer on". 
The receipted date of the Standard Form Noe 1044, Re- 
vised, should follow this entry. 


21/ Sec rart III, Section A, paragraph 8b., supra. 


ene. 


j. Insert the information appearing in the col- 
umn entitled "Detailed Description of Furpose for which 
Collections were Received" on Standard Form No. 1044, 
Revised, after the word "for". | 


-k, Enter the total amount of the remittance 
deposited after the words "Amount of Deposit ons Ge 


1. Insert the amount transferred to the appro- 
priation account in accordance with paragraph Ot 
this Section B after the words "Applied as explained 
in 'Remarks! below". 


m. Enter the difference between the amounts 
entered in accordance with sub-paragraph k. andl. of 
this paragraph 2 (the amount to be returned to the de~ 
positer) after the words "Balance authorized to be re- 
funded__ $ C. 


n. Following the word "Remarks" there should be 
inserted a concise statement of the reason for returning 
the emount entered in accordance with sub-paragraph m. 
of this paragraph 2 to the depositer. ‘The explanation 
should include the statement that, as a result of re- 
turning the amount to the depositer, the amount entered 
in accordance with sub-paragraph 1. of this paragraph 2 
has been properly credited to the appropriation account. 


o. Enter the date of preparation and the signature 
and title of the Certifying Officer in the spaces provided. 


3. Prepare an original and five copies of Standard Form No. 1064, 
"Schedule of Disbursements", as follows: 


a. Enter the word "Agriculture" over the words 
"(Department or Establishment)". 


b. Enter the words "AAA State Office" 
(inserting the name of the State) over the words 
"(Bureau or Office)". 


ce. No entry shall be made over the words "(Date 
Paid). 


ad. Enter the words "G. F. Allen! after the word 
NBy", 


e. Enter the words "Chief Disbursing Officer" 
over the words "(Title or rank)". 


a 


¢, Enter the nanos of the city and State in 
which the Disbursing Office is piOeauee over the word 
"(Station)". 


g.; .Enter the month and year in which it is an- 
ticipated that the voucher will be paid (not the month 
in which prepared) after the word "Period", 


h. Enter the symbol number furnished by the 
Disbursing Office for this mrp ase after one WOrRE 
"Symbol No." 

side 

i. Enter the State code number followed by the 
letter "R" and the nunber next succeeding the last nun- 
ber assigned in. the series adopted July 1, 1938, pursuant 
to Budget and Accounting Lettor No. 1, dated July 5, 1936, 
for the first schedule used in connection with’ Standard 
Form No. 1047 and continue thereafter in numerical sequence 
until the end of the fiscal year. 


5 js Rnter therdate sone schedulé is Sine oe af- 
ter the word "Date". 


k,. No entry should be made in the column en- 
titled "Disbursing Officer! s Voucher No." 


Te pinter tho'sorial number of thea Standard efor 
No. 1047 in the column entitled "Bureau or Office Vouch- 
er No." 


m. Enter the name of the antes as inserted in 
Standard Forn No. 1047. 


- n. Insert the synbol nunber of the special de- 
posits account followed by the words "Special Deposits"! 
in the column entitled "Symbol of Appropriation or’ Fund". 


o. Enter the anount to be returned to the renit- 
ter in the column entitled "Anount". 


p. The Certifying Officer should sign and enter 
his title in the spaces provided. : 


4, The original and three copies of Standard Forn No. 1064, one 
copy of Standard Forn No. 1048, Standard Form.No. 1047, and the original 
and three copies of Standard Form No. 1046, Revised, (when prepsred in 
accordance with paragraph 1 of this Section B) should be forwarded to 
the Disbursing Office. One-copy of Standard ’Forn No. 1064 should be 
stanped "Forward to Records and Accounts Section, Agricultural Adjust- 
nent Administration, Washington, D. C," 


5. One copy of Standard Form No. 1064 should be transnitted 
to the State Accountant. 


a) 


ve 


W688 |e 


6. One copy of Sthidard Form No. 1046, Revised, it prepcrcou, 
shovld be forvarded to the Bookkecping and Warrants Section, Treasury 
Dopartment., Vashington, D. 6. . 


7, One copy of Standard Form No. 1046, Reviscd, if prepared, 
should be forwarded to the Accounting and Bookkeeping Division, Gen- 
eral Accounting Office, Washington, D. OC. 


8. The Reiittance Clerk should file one copy of Standard 
Form No. 1064 and three copies of Standard Form No. 1046, Revised, if 
prepared, in 2 pending file by schodule nunbers. . 


9. Tyo copies of Standard Form No. 1048 should be oa Led 
nuncrically by voucher numbers. 


10, Tho Disbursing Office, after a period of npproxinately 
forty-cigimnourgufron thc tine the schedule is‘received, will return 
one copy of Standard Forms Nos. 1046, Revised, if prepared, and 1064. 
Tho notations miade thereon should be transcribed upon the file copies 22/ 
after verifying the correctness of the schedules. 


11. Copies of Standard Forns No. 1046, Revised, if prepared, 
and 1064 which were returned from the Disbursing Office shovld be 
transnitted together with one copy of Standard Form No. 1048 and one 
copy of Form ACP-28 to the State Accountant. 


12. One copy of Standard Form No. 1046, Revised, if prepared, 
should be forwarded to the Office of Budget and Finance, Devartment of 
Agriculture, Washington, D. C. 


13. One copy of Standard Form No. 1064 should be placed in the 
file of Standard Forms No. 1048. 23/ 


14. One copy of Standard Form No. 1046, Revised, if prepared, 
should be filed in the Clearance Unit by schedule numbers. eee, 


PART V. PROCEDURE FOR CANCELING TREASURY CHECKS 


A, CANCELATION OF TREASURY CHECKS HELD IN THE DISBURSING OFFICE 
FOR REASONS OTHER THAN DEATH OR INCOMPETENCE OF THE PAYEE 


1 When it has been determined that a Treasury check which is 
held by the Disbursing Office should be canccled for any reason other 
than the death or incompetence of the payee, an original and six copies 
of Standard Form No. 1044, Revised, "Schedule of Collections" should be 
prepared as follows: 


28/ See paragraph 8, supra, 
23/ See paragraph 9, supra. 
24/ See Part A, paragraph di., supra. 


: e ' | af Ay ‘ 
NS te a 
kien 


Cn 
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a, Strike out of the printed’ ‘title the a 
“COLLECTIONS and insert immediately above ond in. bee 
licu thereof the words "CANCELED CHECKS":.¢. 387° 0: i305: @ 


‘'b. Enter tho State and Cpe code. mumbers .» 
in the space above the tee ie Be a ee 
c. Enter the Peenct KE fae. wer Sea Ton 

the number one (1) preceeded by the symbol "CAP", for 

“the first schedule and continue thereafter in numer-~ | eee 
ical sequence until thé end of the fiscal year; this” 
number Gees be idea pace each pieet of we particular 

~ schedule. | Ye 


ad. HZnter the sheet nance rated enady be se if 
me there is only one shect, or 1 of 2 sheets, 2 of 2 sheets 
. ete., te -the schedule consists of two or more sheets.’ ° 


e. et the en il deog Civ ariel over the words 
Noe or Establishment)". : Seg 


f. Enter ‘the: letters "A.A.A." followed by the 
~ name of “the State in which the State Office is located 
and the words "State Office" ‘over the words " (Bureau. 

or Office)". . 


ant Enter "G, F. Allen, Chief Steen Offi- 
cer" after the words "Received oat -y 


h. Enter the name of ae nape ea stein in ee 
ey Regional Dasher sane ‘Office: is. poe after the word 
at, : as rt pea yo acto 


i. Enter the month and year in which the sched- 
ule is expected to be taken up by the Disbursing Office 
after, the piss agconecas 


j- inter thei “symbol canes coir vehad by the Dis- 
pursing | Officer for this. purpose after the. words: ND nO 
Symbol No." ° 


oy Insert the words "Check issued" in the first 


column in lieu of the printed title "Date Received" , 
and enter in that column the date of the check. 


1. Insert the words "Check No." in the second 
column in lieu of the printed title "Receipt No.” and. 
enter in that column the serial number we the ae to 


be canceled. 


as, | iy shes 


words "Voucher No." followed by the "Disbursing Offi- 
cer's Voucher No." under which the payment represented 
by the returned Treasury check was certified. 


n. Enter a brief statement of the reason for 
requesting cancelation, e.g., "payce not entitled" or 
"payee overpaid", in the column entitled "Detailed 
Description of Purpose For Which Collections Were Re- 
ceived." 


o. Enter the amount for which the check was 
drawn in the column entitled "Amount". 


p. Enter the symbol and title of the appropria- 
tion against which the check was dravm in the column 
entitled "Fund to be Credited"; this symbol and title 
of the appropriation is not required. to be entored for 
cach check listed. 


q. Enter the total amount of the check(s) in 
the fifth column after the word "Total"; this total is 
to be entered only on the last shect when the schedule 
consists of more than one sheet. 


r. Enter a notation in the body of the schedule 
to the effect that every check listed thercon is held by 
the Disbursing Office. 


s. The date the schedule is to be forwarded to 
the Disbursing Office and the signature and title of the 
Administrative Officer shovld be entered in the lower right 
corner (the lower left corner is for the use of the Dis- 
bursing Office); these entrics should be made only on 
the last sheet when the schedule consists of more than 
one sheet. . 


t. The signature of the Administrative Officer need 
be placed only on the original of the schedule provided 
that a facsimile signature is stamped, or the name of sucht 
officer typed, on the copies ofthe schedule. 


u. When a schedule consists of more than, one 
sheet, the sheets comprising each of the seven sets should 
be firmly stapled together. 


v. Attach the original copy of Treasury Form 
1664-A (Revised), which has been signed by the Adminis- 
trative Officer, to Standard Form No. 1044, Revised, 
altered to be a Schedule of Canceled Checks, when for- 


warded to the Disbursing Office. 


e. Checks issued with respect to applications from different 
counties should be listcd on separate schedules but all of the checks 


from one county which are to be canceled may be listed on one schedule 
provided that not more than five sheets are roquired for the schedule. 
Checks drawn against a particular appropriation should not be schcdulcd 
for cancelation on the same schedule:on which checks drawn against other 


appropriations are listed. 


3. Standard Forms No. 1044, Revised, as altered to be a Schedule 


of Canceled Checks, should be distributed as follows: 


a. The original and four copics shall be for- 
warded to the Disbursing Office. One of these copies 


shall be stamped "Forward to Records and Accounts Section, 
Agricultural Adjustment Administration, Washington, D. 6." 


b. Two copies should be filed numerically in a 
pending file. 


a The Disbursing Office, after a period of 
approximately forty-eight hours from the timc the schedule 
is received, will return one copy to the State Office. 


a. The information shown in the lower left corner 
of the copy returned from the Disbursing Office should 
be transcribed upon the two file copies after verifying 
the cancelation of the checks scheduled. 


e. The following information should be inserted 


in the original and ‘two copies of ee ACP-28, proper e 
with respect to the canceled checks : 


eeby Wabeeotns schedule number of 
Standard Form No. 1044, Reviscd, after the 
words "Schedule No. of Standard Form No. 
1044, Rev." 


(2) Enter the Disbursing Office 
voucher number under which the paynent repre- 
sented by the canccled check was certified 
and the date it was paid after the words 
"D. O. Voucher No." and "Date", respectively. 


(3) Enter the symbol nunber of the 
fund credited and the date shown in the 
lower left corner of Standard Form No. 1044, 
Revised, after the words "Fund Credited! 
and "Date", respectively. 25 


Eee Sa 
25/ No entry is to be made after the words "Certificate of Deposit 


No." 


at 


(4) A concise statement of the ac- 
tion taken and proposed to be taken in the 
settlement of the case should be entered in 
the remaining blank space beneath the words © 
"Action Taken", 


(5) The Administrative Officer should 
sign the original and two copies of Form 
AcP-28, 26 


f. The copy returned from the Disbursing Office, 
‘accompanied by one copy of the completed Form ACP-28 
should be forwarded to the State Accountant. 


g- One copy of the schedule showing the infor- 
mation transcribed thereon in accordance with sub- 
paragraph d. of this paragraph 3 should be forwarded to 
the Office of Budget and Finance, Department of Agri- 
culture, Washington, D. ©. 


h. One copy should be filed numerically by sched- 
ule numbers in tho Clearance Unit within folders desig- 
nated by the month and year in which the Standard Forms 
No. 1044, Revised, wore stamped as received by the Dis- 
bursing Office. 


B. CANCELATION OF CHECKS HELD IN THE DISBURSING OFFICE, DRAWN 
PAYABLE TO THE ORDER OF A DECEASED OR INCOMPETENT PAYEE. 


1. Checks held in the Disbursing Office which were returned to 
that office by reason of the death or incompetcnce of the payee are to 
be canceled in accordance with Part A of this Scction V, oxcept that: 


a. Two additional copies of Standard Form No. 
1044, Revised, shall be prepared and forwarded to the 
Disbursing Office. These two copies shall be stamped, 
or bear a typed notation above the heading thereof, as 
follows: "Forward to ' " Preaudit Ortice" . 


b. Checks drawn payable to a deceased or incon- 
petent payee shall be canceled without regard.to whether 
Form CAP-11 has been received in the State Office. 


c. Checks scheduled for cancelation in accord- 


ance with this Section B shall not be scheduled with 
checks scheduled for cancelation for any other reason. 


26/ Section B, Part II, paragraph 5k., supra. 


Beir 


d. The reason to be given for cancelation shall be 
"Payee deceased" or "Payee incompetent", whichever is ap- 
plicable. ge 


e, Attach the original copy of Treasury Form 
1664-A (Révised), which has been signed by the Adminis- 
trative Officer in Charge, to Standard -Form No. 1044, 
Revised, altered to be a Schedule of Canceled Checks, 
when forwarded to the Disbursing Office. 


2. Upon receipt of an accomplished copy. of Standard Form No. 
1044, Revised, altered to read "Schedule of Canceled Checks", the State 
Accountant should be notified of the cancelation in the usual manner 
as indicated in Part V, Section A, paragraph 3f., hereof except that 
the copy of Standard Form No. 1044, Revised, which is furnished the 
State Accountant, together with a copy of Form ACP-28, should bear a 
notation to the effect that the amount of the canceled checks should 
be incumbered inasmuch as such amounts are reclaimable. 


C. CANCELATION OF TREASURY CHECKS HELD BY GENERAL ACCOUNTING OFFICE 
FOR REASONS OTHER THAN THE DEATH OR INCOMPETENCE OF THE PAYER, 


1. When it has been determined that a Treasury check which has 
been forwarded to the General Accounting Office by the Disbursing Of- 
fice 27/ should be canceled for any reason other than the death or in-— 
competence of the payee, ‘such cancelation may be accomplished by the 
use of Form AAA-375, prepared in the original and at least two copies, 28 
or by preparing a letter for the signature of the Administrative Officer 
addressed to the Chicf, Records Division, Check Section, General Ac- 
counting Office, Washington, D. C. Documents or papers which form the 
basis of the request for cancelation of the check should not accompany 
the letter, or Form AAA-375, if prepared. The aS hes should be pre- 
pared with an original and at least two copies £8/ and should be pro- 
pared in the following general form: 7 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION | 


February 1, 1938, 


Chief, Records Division; 
Check Section, 

Genéral Accounting Office, 

Washington, D. C. 


pit 
27 See Part II, Section 6, paragraph 1, supra, 


28 / Additional copics should be prepared, if necessary, in keeping with 
the requirements of the State office. 


eo one 


Reference is made to 1937 Cotton Price Adjust- 


mentechock, NO... . , drawn (date) ; 
in the amount of $ | , by G. F. Allen, Symbol 


MibOep no, OGUers01.* ’ 
Se eee CO UROL LON wei ues went 8 ee ee 


According to the records of the State 

Office, Southern Division, Agricultural Adjustment Ad- 
ministration, the payee of the above described check vee 
not entitled to the proceeds thereof for the reason that 
he knowingly planted cotton in 1938, on 4 farm in which 

he hag an interest as a cotton producer, on acreage ate 
excess of the cotton acreage allotment established for 
such farn. 


It is therefore requested that the subject check 
be canceled and the proceeds thereof covered back into 


the appropriation fron which apes 8 
29 


Respectfully , 


Administrative Officer in Charge. 


2, On the first copy of the letter to the Chief, Records Divi- 
sion, Check Section, General Accounting Office, or Forn AAA-375, if 
prepared, there should be typed beneath the words "Administrative Of- 
ficer in Charge" a notation to the effect that the action taken in 
connection with the cancelation of the check should be inserted there- 
on and the copy returned to the Administrative Officer. The notation 
should be in the following general forn: 

Please return this copy to 30/ 
with a notation as to action taken. 


The letter, or Form AAA-375, should be given a schedule number in the 
series allotted to Standard Forms 1044, Revised, altered to be a Sched- 
ule of Canceled Checks. 


ae he original and one copy of the letter referred to, or 
Form AAA-~375, if prepared, should be forwarded directly by the State 
Office to the Chief, Records Division, Check Section, General Account- 
ing Office, Washington, D. C. 


29/ In the two places where the appropriation is mentioned in the let- 


ter, the full symbol and title thereof must be used. 

30/ The full name, title, and address of the Administrative Officer 
should be stated in the notation to avoid possible confusion in 
returning the copy. 
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4. iA copy of the letter, or Forn AAA-375, if prepared, should 
be filcd in the Clearance Unit alphabetically by the nance of the payce, 
pending return of the copy by the General Accounting Office. 


5. Upon the return of the copy from the General Accounting Of- 
fice, the information noted thereon should be transcribed upon the file 


copy. 


6. Form ACP-28 should be completed in the manner outlined in 
Section A, paragraph 3(e) of this Part V, except that a notation should 
be made that the cancelation was effected by the General Accounting Of- 
fice in the space provided for the Schedule No. of Standard Form 1044, 
Revised. The date of cancelation should also be given. 


7. The file copy of the letter, or Form AAA-375, if prepared, 
upon which the notation as to action taken has been transcribed, togeth- 
er with a copy of Form ACP-28, should be transmitted to the State Ac- 
countant. x 


8. The copy of the letter returned from the General Accounting 
Office should be filed in the Clearance Unit alphabetically by the name 
of the payee of the canceled check. 


D. CANCELATION OF CHECKS HELD IN THE GENERAL ACCOUNTING OFFICE, 
DRAWN PAYABLE TO THE ORDER OF A DECEASED OR INCOMPETENT PAYEE 


1. Cheeks held in the General Accounting Office which were re- 
turned to the Disbursing Office by reason of the death or incompetence 
of the payee may be canceled by addressing a momorandum, in duplicatco, 
prepared for the. signature of the Administrative Officer to the Chief 
of Party, General Accounting Preaudit Office, (hereinafter referred to 
as Preaudit Office). Such memorandum should be in the following general 
forn: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


(Date) 


Mr. John Doe, 
Chief of Party, 
General Accounting Preaudit Office, 
Athens, Georgia. 


Dear Mr. Doe: 


Reference is made to the 1937 Cotton Price Adjust- 
ment checks described herein which were returned to the 
Disbursing Office by reason of the death or incompetence 
of the payees thereof, and subsequently forwarded by that 
office to the Chief, Records Division, Check Section, General 
Accounting Office. 


The checks, drawn by Gains Allen, Symbol , 
against appropriation 12-2100(21)3, Exportation and Domestic 
Consumption of Agricultural Cohmoditics, Department of Agri- 
culture (Cotton Price Adjustment) (AAA) (Payments, 1937 Cotton 
Crop), are described below and it is requested that action 
be taken by your office to offect cancelation of the checks 


listed. 
Reason for 
D. Os Request for 
Check No. Date Amount Payee Vou. No. Cancclation 


—— ee ee et ee eee ee —S ee ee a 


— ee ee ee —— ee ——— ee —e eee ee ee 


eee oe ee es ee ee ee eee ee ee ee eee a eee ee 


When the checks described above have been canceled 
it is requested that this office be so notificd. 


Very truly yours, 


Administrative Officer in Charge. 


2. The reason given for requesting cancelation shall be "Payee 
deceased" or "Payee incompetent", whichever is applicable. 


3, The letter should be given a schedule number in the series 
allotted to Standard Forms No. 1044, Revised, altered to be a Schedule 
of Canceled Checks. 


4. The Preaudit Office will nehiee the State Office when can- 
celation is cffected. 


5. Form ACP-28 should be completed in the manner outlined in 
Section A, paragraph 3c., of this Part V, except that a notation 
should be made to the effect that the check was canceled by the General 
Accounting Office. Such notation should appear in the space provided 
for the schedule number of Standard Form No. 1044, Revised. The date 
of cancelation should also appear. 


6. Checks drawn to the order of deceased or incompetent payces 
may be canceled by use of Form AAA-375, or by a letter addressed to the 
Chief, Records Division, Check Section, General Accounting Office, as 
outlined in Section C of this Part V, provided that a notation is made 
thereon that such request for cancelation is to go forward through the 
Preaudit Office. Discretion as to the use of either Form AAA-375, the 
letter to the Chicf, Records Division, Check Section, General Accounting 


Be 


Office, or the memorandum to the Chief of Party, General Accounting 
Preaudit Office, will ordinarily be controlled by the number oe cases 
pending at the time cancelation is requested. 


PART VI. PROCEDURE TO BE FOLLOWED IN CASES INVOLVING THE. 
NON-RECEIPT, BIPT, LOSS, DESTRUCTION, OR FORGERY OF A 
TREASURY CHECK. 


A. NOTICE OF THE NON-RECEIPT, LOSS, DESTRUCTION, OR FORGERY OF A 
TREASURY CHECK. 


1. The Treasury Department has exclusive jurisdiction over every 
case involving the non-receipt, loss, destruction, or forgery of a Treas- 
ury check and all questions arising in connection therewith must be re- 
ferred directly to the Disbursing Office from which the check was issued 
without delay or investigation by the State or County Office to whose 
attention the matter may be brought. 


2. Whenever any check is lost, stolen or destroyed, the payec, to 
protect his interest, should immediately notify the Disbursing Office over 
his signature and address, giving, if possible, 


a. the datc the check was drawn, 


be: the’ numberof the check, 


c. the amount for which the check was drawn, and 


d. request that payment be stopped. 
3. If the original check is recovered before the issuance of 

a check to replace the forged ono, the Disbursing Office should be 

requested by the payee to remove stoppage thercon and the check should 

not be negotiated: until one week thereafter. In the event that 2 

duplicate check has been issued prior to the recovery of the original 

check, the original check should be returned to the Disbursing Office. 


4. When the State Office is notified that a Treasury check has 
been lost, stolen, destroyed, or forged, the person giving such infor- 
mation should be advised that the case is being referred to the Dis- 
bursing Office for appropriate action and that future inquiries should 
be directed to that office. The correspondence received in connection 
therewith should be forwarded immediately to the Disbursing Office. 


B. ADMINISTRATIVE REPORTS IN CONNECTION WITH FORGED TREASURY CHECKS 


1. In certain instances involving forged checks, the Treasurer 
of the United States will transmit to the State Office through the 
Disbursing Office, a form letter requesting information as to whether 
any reason exists why the payee should not receive. a check in the 
amount originally certified. The Treasurer will state whether payment 


MaDe 2 


has been made by the Treasury Department on the alleged forged chec!: 
or whether payment of the check was declined by reason of the forgery 
and this distinction shall be observed carefully in complying with the 
provisions of the succeeding paragraphs. 


2. Upon the receipt of the form letter referred to in paragraph 
1 of this Section B, the Remittance Clerk shall determine “whether any 
overpayment exists in the account of the above named payee or whether 
there is any other reason why settlement should not be made" by 


a. checking the register and listing of indebt ed- 
ness to determine whether the payee has been added to the 
list subsequent to the approval of his voucher by reason 
of his indebtedness to the Agricultural Adjustment Admin- 
istration (indebtedness to other agencies of the Govern- 
ment shall be disregarded and no set-off made), 31/ 


b. cXamining correspondence and case files since 
notice of an overpayment may have been received, and 


c. examining the file copy of Form CAP-103, Re- 
vised, (and Form CAP-10A and CAP-103B, if applicable) 
and related papers to verify the correctness of the 
previous certification of the payment. 


3. If no reason exists why settlement should not be made to the 
payee in the amount originally certificd, i.e., the payee is not indebt— 
ed to the Agricultural Adjustment Administration and no overpayment has 
been made, an undated letter for the signature of the Acting Director of 
Finance should be prepared with the original on letterhead stationery of 
the Office of Budget and Finance, Department of Agriculture, and five 
copies on regular copy paper and addressed to the Treasurer efetie 
United States, Accounting Division, Washington, D. C. 


a. If the letter from the Treasurer indicates 
that the check was not paid by the Treasury Department, 
tho letter should be in the following general form: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


Treasurer of the United States, 
Accounting Division, 


Washington, D. C. 


Sar 


31/ See SRC-104, Part 1, Section B, Paragraph 3 


oars ee 


This is in reply to your letter of ( ), Se/ 
relative to check No. , dated ue 
for $ _, drawn by G. F, Allen, Symbol : 


to the order of fs , 
payment of which was declined on account of an alleged 
forged endorsement of the payee's name, 


An examination of the records relative to the 1937 
Cotton Price Adjustment application, , 
executed by this payee, discloses the fact that no over- 
payment exists in the account of this payee and there 
appears no reason why settlement should not be made with 

» in the amount of $ : 

provided that such person has not received the proceeds of 
the original check. 


Respectfully, 


Acting Director: of Finance. 


b. If the letter from the Trcoasurer indicates that 
the check was paid by the Treasury Department and recovered 
through the endorsers, the letter should be in the follow- 
ing general form: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


Treasurer of the United Statos, 
Accounting Division, 
‘ Washington, D. CG. 


ars 

This is in reply to your letter of ee 33/ 
relative to check No. , dated A 
for) % _» drawn by G. F. Allen, Symbol : 
to the order of » the amount of 


which has been recovered through the endorsers because of the 
forged endorsement of the payce's name. 


An examination of the records relative to the 1937 
Cotton Price Adjustment application : 
executed by this payee, discloses the fact that no overpay- 
ment exists in the account and there appears no reason why 


32/ Insert the Treasury Department file reference 


33/ Insert the Treasury Department file reference 


ea 


settlement should not bo mado’ tith ; 
in the amount of fe , provided that such person 
has not received the procecds of the original check. 


Respectfully, 


Acting Director of Finance. 


c. The Administrative Officer in Charge should ini- 
tial all copies with the exception of the first copy and his 
full name and address should be typed on all copies with the 
exception of the first copy. The original and first four 
copies (including the one which has not been initialed and 
from which the name and address of the Administrative Officer 
have been omitted) of the letter should be forwarded to the 
Director. 


4, If the allegedly forged check represents an overpaynent 
certified to the payee and the check was not paid by the Treasury Dc- 
partment, the procedure outlined in paragraph 3 of this Section B is 
applicable with the following exceptions: 


a. The letter (original, and five-copies) 
for the signature of the Sen. Director.of -Finance 
should read as follows: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


, Treasurer of the United States, 
Accounting Division, 
Vashington, D.C. 


Sir: 

Thiseis unereply to your letter of ( ) 34/ 
relative to check No. _ , dated ; 
for $ , drawn by G. F. Allen, Symbol : 


to the order of 
payment of which was declined on account of an alleged fore sed 
endorsement of the payee's name. 


An examination of the records relative to the 19387 
Cotton Price Adjustment application, , executed 
by this payee discloses the fact that an overpayment exists 
in the account of this payee. It is requested that the 
above described check be transmitted to the General Accounting 


34/ Insert the Treasury Department file reference. 
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Office in order that proper scttlement may be made. An. 
administrative report, relative to the account of this 
payce, has been prepared by this Office and is being trans- 
mitted to the General Accounting Office. 


Respectfully, 


Acting Director of Finance. 


b. An original and four copies of Form AD-42 alerts 
then be prepared in the following general form: 


AD-4e2 
UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


General Accounting Office, 
Claims Division. 


The accompanying account of John Doe, : 
Street, application 
number , has received administrative examina- 


tion in this department and is transmitted to you for settlement. 


Amount claimed $200.00 
Differences explaincd below 20.00 
Approved for he >, . 180.00 


Appropriation 12-2100(21)3,. Exportation and Domestic Consumption 
of Agricultural Commodities, Department of Agriculture, (Cotton 
Price Adjustment) (AAA) (Payments, 1937 Cotton Crop) 


According to the records of the State 
Office, Southern Division, Agricultural Adjustment Adminis- 
tration, the payment to the above named claimant was origi- 
nally certified for an amount $20.00 in excess of that due 

by reason of the fact that the share of such claimant in the 
planted acres, as shown on the application, was greater than 
the acreage share to which he was actually entitled. Payment 
is approved for $180.00 in accordance with the attached docu 
ments. The Treasurer of the United States is being requested 
to forward check No. » dated - 


eo 


for $ , drawn by G. F. Allen, symbol : 
to the order of John Doc, D. 0. Vou. No. 6 ; 
to the Claims Division, General Accounting Office. 


Respectfully, 


Acting Director of Finance. 


c. The full name and address of the Administrative 
Officer should be entered upon all copies of Form AD-42 and 
such officer should initial two copies of Form AD-42 be- 
neath the words "Acting Director of Finance". The nanc, 
title, and initials of the Administrative Officer shall not 
appear on tho original of Form AD-42. 


ad. Forn ACP-28 should be prepared as outlined in 
Part II, Section B, paragraph 5, hereof. 35 


e. The original and four copies (including the 
copy which has not been initialed and from which the 
name and address of the Administrative Officer have been 
omitted) of the letter to the Treasurer of the United States 
and the original and three copies of Form AD-42 should be 
forwarded to the Director. 


f. File the copy of the letter toithe Treasurer 
of the United States and the copy of Form AD-42 which 
were retaincd in the State Office, and the copies thereof 
roturned to the State Office, alphabetically in ordcr 
that in the event of inquiry, the claimant may be advised 
of the action taken. 


g. Upon the receipt of Form AAA-367 


(1) insert the action taken by the 
General Accounting Office and the Certificate 
of Settlement number on Form ACP-28, under 
the heading "Action Taken"; 


(2) forward one copy of Forn:AAA-367 


and a completed copy of Form ACP-28 to the 
State Accountant ; -S 


35/ Form ACP-28A shall not be prepared. 
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(3) notify the county office by lot- 
ter of the.Certificate of Settlencnt number, 
the anount of the overpaynent covered. back 
into the appropriation, and the amount, if 
any, paid directly to the applicant; 


(4) enter the Bureau Voucher Number 
under which the check in question was drawn 
and the Certificate of Settlement number of 
Form AAA-~367 on the copies of the letter to 
the Treasurer of the United States and Form 


AD-42., i 


5. If the allegedly forged check represents an overpayment to 
the payee and the letter from the Treasurer of the United States indi- 
cates that the check was paid by the Treasury Department and recovered 


through the endorsers, the procodure outlined in paragraph 3 of this 
Section B is applicable with the following exceptions: 


a. The letter for the signature of the Acting 
Director of Finance saould be prepared ‘rita an original 
and five copies in the folloving general form: 


UNITED STATES DEPARTIENT OF AGRICULTURE 


OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D.C, 


Sir: 

This is in reply to your letter. of Car 36/ 
relative to check No. ,» dated , 
for § , drawn by G. F. Allen, Symbol 


to the order 


, the amount 


of which has been recovered through the endorsers because of 


the forged endorsement of the payee's name. 


An examination of the records relative to the 1937 Cotton 


Frice Adjustment application, 


» executed 


by this payee, discloses the fact that an overpayment of $ : 
exists in the account of this pee and as a result thereof the 


payee is entitled to $ aY4 
should be made with 


It appears that scttloment 
; in the amount of $ 37/ 


provided that such person has not reccived tho procceds of the original 
check and that the amount of $ ,38/ should therefore be 


deposited to appropriation 


36) Insert the Trea 


37/ 
38/ 


sury Department file referonce. 


Insert the difference between the amount of the 
Insert the amount of the overpayment. 


check and the overpayment. 


f 


4) 
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It is further requested that this office be notified 
when this action has been taken in order that the records 
may be completed. ; 


Respectfully, 


Acting Director of Finance. 


be. If the payee was not entitled to any part 
of the alleged forged check which was paid by the Treasury 
Department and recovered through the endorsers, the letter 
should be in the following general form: 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


replay aoe 

This is in reply to your letter of -¢ ) 3o/ 
relative’ to check No. =" | is _, dated . 
for $ . , drayn by G. F. Allen, Symbol , 
to the order of the amount 


of which has been recovered through the endorsers because 
of the forged endorsement of the payee's name. 


An examination of the records relative to the 1937 
Cotton Price Adjustment application a Wee ; 
executed by this payee, discloses the fact that the payee is 
not entitled to any portion of the proceeds of the above check. 
The amount of the check should therefore be deposited to 


appropriation _— . 


It is further requested that this office be notified 
of the action taken in order that the records may be com- 
pleted. 


Respectfully, 


Acting Director of Finance. 


39/ Insert the Treasury Department file reference. 


gee 


c. The procedure outlined in sub-paragraphs d., 
e., £., and g. of paragraph 4 of this Section B are ap- 
plicable except that there will not be a copy of Form 
AD-42 and a notice from the Treasury Department will be 
received in lieu of Form AAA-367. 


LS Ce neo 


A. ATTEMPT TO LOCATE PAYER AND REQUEST FOR CHECK RETURNED TO THE 
DISBURSING OFFICE 


1. If the address'of a payee is unknown to the Association 
Treasurer, every effort should be made to locate the payee by writing 
or making inquiry of his friends, neighbors, the postmaster, or others 
able to ascertain his new address before the check is returned to the 
Disbursing Office. Attempts to locate the payee, however, should 
not cause the check to be held longer than twenty-one days by the 
Association Treasurer. 40/ 


2. The return of the check to the Disbursing Office does not 
relieve the Association Treasurer of the necessity for determining 
the location of the payee and an effort toward that end should be con- 
tinued in the manner which the circumstances of the case would reason- 
ably seem to require. 


5. In the event the payee is located after the check has been 
returned to the Disbursing Office, the payee should submit a written 
request for the check over his signature to the State office setting 
forth 


a. the application serial number, 


lo 


the amount of the check, 


c- a representation that he is entitled 
to the payment, and 


dad. his present address. 


4. The secretary of the County Agricultural Conservation As- 
sociation, or a member of the county committee for the county from 
Which the application originated, or the secretary of the County Agri- 
cultural Conservation Association for the county in which’ the payee 


resides, should certify that the person presenting the claim is entitled 


to the payment and that his address is correctly stated. 


40 / See Treasury Department, Division of Disbursements, Form No. l7ak, 


and ACP-Letter No. 24, issued December 7, 1937, by Mr. G. F. Allen, 


Chief Disbursing Officer. 


\] 
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- 40 - 
B. REQUEST FOR JR CHECK HELD BY Y_ DISBURSING ce 


1. Upon the receipt by the State Office of a Be ti 41/ from 
the payee for the return of a Treasury check held by the Disbursing 
ffice, the application and related forms should be examined to 
determine whether the proceeds of the check are due the payce, i.c., 
whether an overpayment has been made in his account or he is reported 
as indebted to the Agricultural Adjustment Administration (other 
agencies of the Government are to be disregarded), or for any. other 
reason payment should not be made as originally certified. If an 
overpayment has been made, the check shall be canceled and handled 
in accordance with procedure outlined in Part VIII, Sections D or B 
hereof. If the payce is indebted to the Agricultural Adjustment Admin- 
istration, the procedure outlined in SRC-104, Part VI, should be fol- 
lowed. If the payment should not be made for reasons other than the 
ones enumerated above, the case should be referred to the Director 
for consideration. 


ee If the check is to be remailed to the payee, such action 
should be requested by marking the appropriate block on Treasury 
Form 1664-4 (Revised) and entering in the space provided the name 
and present address of the payee on the original and two copies. 
The first copy should be signed and the original and second copy 
initialed by the Administrative Officer and the three copies returned 
to the Disbursing Office. 42 , 


oe 


3. The remaining copy of Treasury Form 1664-A (Revised) 
attached to the case file should bear the same information as is 
shown on the copies returned to the Disbursing Office and should 
be placed in a closed file alphabetically by payees! names. 


4. Form ACP-28 should be completed and filed as follows: 


a. Pile one copy in the Olearance Unit by State 
and county code and application serial mumbers with the 
request of the applicant for the checks. 


b. Forward one copy to the pec tary of the County 
Agricultural Conservation Association to notify him that 
the Disbursing Office hay ‘been requested to mail the SEES 
to the payce. 


c¢. File one copy with the State Office file 
copy of the original application and related papers. 


41/ If the check is held by the Disbursing Uffice and the State Office 


is satisfied that the claim is made in behalf of the proper party, 
the requirement of a statement from the payee may be waived. This 
provision is not applicable if the check is held by the General 
Accounting Office. 


42/ If the action "Held-Whereabouts Unknown" has been indicated to the 


Disbursing Office in accordance with Part II, Section C, paragraph. 
3, supra, only the original and one copy is to be returned to the 
Disbursing Office in making final settlement. 


melee 
C. REQUEST FOR CHBOK HELD BY GENERAL ACCOUNTING OFFICE 


1. When the-payee of a ener fern not be located by the Asso- 
ciation Treasurer thereby causing the check to be returned to the Dis- 
bursing Office and the payee makes a request for the return of the check 
after it has been forwarded to the General Accounting Office, the pro- 
cedure outlined in Section B, paragraph 1, of this Part VII, shall be 
followed. 


2. If no reasons exist why settlement should not be made with 


the payee as originally certified, an original and four copies of Form 
AD-42 should be prepared in the following general form: 


AD-42 
UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


General Accounting Office, oe 
Claims Division. Cae 


The accompanying 43/: account of John Doe 


Street, & ; application 
number _ has received administrative ex- 


amination in this department and is transmitted to you for 
settlement. 43 / 


Amount claimed $200.00 
Differences explained below 
approved for 200.00 


Appropriation ddd¢ddd¥ld: 12-2100(21)3, Exportation and Dom- 
estic Consumption of Agriculturnl Commodities, ‘Department of 
Agriculture (Cotton Price Adjustment) (AAA) bee. 1937 
Cotton Crop). 


According to the records of the State 
Office, Southern Division, Agricultural Adjustment Administra- 
tion, the claimant is entitled to the proceeds of Check No. 


,» drawn ’ 
in the amount of $ » by G. F. Allen, Symbol 
No. a. s bO mL tTe eae of John Doe, D. 0. Voucher 


No. - Kindly forward the check to the claimant 
in accordance with his request which is attached. 


Respectfully, 


Acting Director of Finance. 


43/ If the claim from the payee or other papers will not be attached to 


Form AD-42, the word "sccompanying" and the wotds "and is trans- 
mitted to you for settlement" should be deleted. 


yi) 


1) 
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The full name and address of the Administrative Officer should be typed 
on all copies and he should initial two copies beneath the words "Acting 
Director of Finance". The name, title, and initials of such officer 
shall not appear on the original. a: 


3. The.original and three. copies of Form AD-42, including the 
two initialed copies, the statement: signed by the payee, and the cer- 
tificate of the secretary of the County Agricultural Conservation 
Association should be forwarded to the Director. The other material 
should be handled in accordance with the procedure outlined in 
paragraphs 2, 3, and 5 of Section B of this Part VII, with the excep- 
tions that a. “copy of Form AD-42 should be filed alphabetically by 
payecs' names and the duplicate copy of Treasury Department Form 1664-A 
(Revised) should be attached thereto. 


4. One dated copy of Form AD-42 will be returned to the State 
Office by the Director and should be filed with the copy of Form ACP-28, 
which is retained in the Clearance Unit, in order that, in the event 
of an inquiry, ‘the payee may be notified of the date the claim was 
forwarded to the General Accounting Office. 


5. A notice of the disposition made by. the General Accounting 
Office of the © claim will be furnished the State Office. by the Director 
and should be filed with ‘the copy of Form ACP-28 which is retained by 
the Remittance ‘Clerk. 


ees Tn the event additional information is requested by the 
Claims Division, General Accounting Office, reply.to that office 
should be prepared in sextuple (original on.letterhead paper and five 
copies on regular copy paper) on stationery of the Office of Budget 
and Finance, Department of Agriculture, for the signature of the 
Acting Director of Finance. The Administrative Officer should initial 
all copies with the exception of the first copy beneath the words 
"Acting Director of Finance" and his full name and address should be 
typed on all copies with the exception of the first copy. The 
original and four copies (including the one. which has not been 
initialed and from which the name and address of the Administrative 
Officer have been omitted) of the letter should be forwarded to the 
Director. 


PART VIII.: PROCEDURE TO BE FOLLOWED WHERE AMOUNT OF PAYMENT ~ 
UNDER AN APPLICATION apy INCORRECT. 


A.. PROCEDURE TO BE FOLLOWED WHERE AMOUNT OF TREASURY CHECK IS LESS 
THAN THAT DUE BECAUSE OF ERROR IN THE APPLICATION. 


1. When a Treasury check has been issued for less than the 
amount due because of an error in the application and the payee 
makes claim for the remaining amount due, the application and 
supporting forms which substantiate the claim must be executed in 
the manner prescribed for the execution of any original forms 
except that: 


ee ee 


. ae The serial numbers thereof must be the same 
_as those assigned to the original forms followed by the 
word "adjustment". 


'b. The application shall be signed by the same 
person who signed the original application or by the 
Claimants). 44/ the interest of every person, whether 
affected.or not must be shown. 


; c. The application must be accompanied by a state- 
ment by the producer(s) affected, or by the person who signed 
the. original application, if such person has signed the ad- 
justment application, which sets forth the circumstances of 
the case, the administrative voucher number under which the 

. Original payment was certified; and requests payment of the 
‘balance due. The statement should be approved by the county 
committeemnn who signed the adjustment application. Such 
county committeeman need not be the same committeeman who 
certified, for the county committee, the original application. 


<. The adjustment. application should be audited and computed 
on the basis of the applicable rates of payment. The total payments 
due all persons. as shown in’ column (L), should be circled. The ad- 
Justment application should be compared with the file copy of the 
original application to determine whether the adjustment application 
will result in an increased payment and whether the amounts originally 
certified for the other applicants have been altered thereby. ifeit 
is found that any producer is affected adversely by the increased pay- 
ment, a debt charge in the smount of the excess payment must be raised 
against such producer and the amount thereof recovered by set-off or 
Otherwise. 


3. The total payments computed for all applicants on the 
original application shall be subtracted from the corresponding 
amounts computed on the adjustment application and the differences 
entered beside the circled entries on the adjustment application ap- 
pearing in column (L). 


4. Vouchers and Schedules of Disbursements should be prepared 
in accordance with procedure for regular applications except that one 
additional copy should be prepared for the files of the Clearance Unit. 
Adjustment applications should not be scheduled with other applications. 


Bt si 
44 / The claims of two or more producers having an interest in the orig- 
inal application may be paid on a single adjustment application. 


reece 


5. The adjustment application and the State Office file copy 
of the original application, the original of the statement of explana- 
tion referred to in paragraph le of this Section A, and the usual 
number of copies of the vouchers and schedules of disbursement should 
be forwarded to the Preaudit Office, accompanied by a memorandum in 
which the previous amounts certified are identified by reference: to 
the former numbers, dates, and amounts of the checks and the "Disbursing 
Office Voucher No." and the date under which the application was pre- 
viously paid. 


a If under the original application a producer 
was certified for payment in an amount in excess of that 
due a notation as to the action taken to effect collec- 
tion of amount overpaid under the original should be 
included in the memorandum. 


6. The material not sent to the Preaudit Office should be 
routed to the appropriate files in accordance with procedure relating 
to regular applications. ; 


7. At the time the file of the case is transmitted to the 
Preaudit Office, the Receiving Unit, or the unit responsible for main- 
tenance of files for copies of application, should be notified of the 
transmittal of the file copy of the original application to such 
office in order than an appropriate adjustment in the file charges 
May be made. At the time Form CAP-108 is returned by the Preaudit 
Office, the file copy of the original application will also be 
returned and replaced in the files by the Receiving Unit. 


8. ‘The material not sent to the Preaudit Office should be 
routed to the appropriate files in accordance with existing procedure 
relating to regular applications. 


9. The material received in connection with the claim should be 
placed in the appropriate files and the secretary of the County Agri- 
cultural Conservation Association notified of any exception taken to 
the claim for additional payment, which may not be allowed. Any pay- 
ments which have been withheld pending settlement of ,the claim which 
has not been allowed should be released in accordance with oxi elie 
procedure. 


B. PROCEDURE TO BE FOLLOWED WHERE AMOUNT OF TREASURY CHECK IS LESS 
THAN THE AMOUNT DUE BECAUSE OF ERROR IN STATE OFFICE. 


1. A claim for an amount due under an application which has been 
erroneously computed or scheduled by the State Office should be made in 
the form of.a direct request porerel Or over the signature and address of 
the claimant(s) affected. A4e/ 


44a/ The claims of two or more producers for an interest in an original 


application may be paid on a single adjustment application. 
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‘2. The data sét°forth in the claim by the producer(s) should 
be compared with the State Office file copy of the original applica- 
tion to determine that the claim is not. based upon any error in the 
execution of the original application which would require disposition 
in accordance with Section A of this Part VIII. 


Oe An adjustment application should be prepared in accordance 
with the provisions of Section A, Paragraphs 1, 2, and 3 of this Part 
Sa Payment may be made only to praducers making claim therefor. 


4. Vouchers and schedules of disbursements should be prepared 
in accordance with procedure provided with respect to regular appli- 
..Cations, except that one’ additional copy should be prepared for the 
files of the Clearance Unit. Adjustment applications should not be 
scheduled and vouchered with another application. 


5. The adjustment application of the State Office file copy of 
the original application, the original of the written request of the 
applicant and the usual number of copies of the schedules and vouchers 
of disbursements -should be forwarded to the Preaudit, Office, accompanied 
‘by a memorandum to that office in which the previous amount certified 
is identified by reference to ‘thé mumber, date, .and amount of the check, 
the "Disbursing Office Voucher Number", and the date under which the 
Original ‘application was paid. | Baek 


.,, 6+. "The material not sent to the Preaudit Office should be 
routed to the appropriate files in accordance with existing procedure. 


_<c. .., (+ When the error alleged by the claimant cannot be found, the 
material should be filed and the secretary of. the County Agricultural 
Conservation Association, and the claimant, notified of the exception 
taken. . Any payments which may have been withheld pending the settle- 
. Ment Of the ‘disallowed claim should de. released in accordance with 
_ existing procedure. °°: AS + i . 


8. If the error in the State Office which caused the claim to 
-be overpaid resulted in an overpayment to one or more of the other per- 
sons interested in the original application, there should be incorporated 
in the memorandum-prepared, pursuant. to paragraph 5 of this Section B, 
supra, a complete statement as to the nature of the error; the action 
taken toward effecting collection of. the. overpayment, and, if the 
. overpaid producer has failed to refund. the amount of the overpayment, 
a Statement ‘to the effect that a debt charge has been raised against 


the overpnid producer in the State. Office records. 


2. At the time the file of the case is transmitted to the 
Preaudit Office, the Receiving Unit, or the unit responsible for 
Maintenancé of files for. copies of applications, should be notified 
of the transmittal of the file copy of the original application to 
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the Preaudit Office in order that an appropriate adjustment in the 

. file charges may be made. At.the time Form CAP-108 is returned by 

the Preaudit Office, the file copy of the original application will 
also ‘be returned and replaced in the files by the Receiving Unit. 


CG. PROCEDURE 10: BE FOLLOWED THERE A TREASURY. CHECK HAS BEEN RETURNED 


rr nr eS a 


IN CONNECTION WITH PAY PAYMENT MADE FOR R LESS TRAN AMOUNT DUE 


igh The acai 45/. which aan been submitted in connection with 
the return of a’ Treasury check which was issued for less than the amount 
due should be examined and an adjustment application prepared in accord- 
ance with Sections A or B of this Part VIII, whichever is applicable. 


2. The returned Treasury check should not be canceled but should 
be returned to the payee in the mamner ovtlined in Sections B or 0 of 
Part-VII, hereof, whichever is applicable... The payee. should be advised 
that negotiation of the check will not jeopardize his right to claim 
any additional mount due. 


3. The aepeerale should. be Pperteds@ to the Preaudit Office in 
accordance with Section A, paragraph 5, or Section B,. paragraph 5 of 
this.Part VIII, whichever is applicable. 


. “PROCEDURE TO BE FOLLOWED WHERE AMOUNT OF THE RETURNED TREASURY CHEGK 
IS IN EXCESS OF THAT DUE BECAUSE OF ERROR IN APPLICATION 


1. The adjustment application and related forms submitted in 
connection with a Treasury check which has been returned because it is 
in excess of the amount due through an error in the original appli- 
cation shouldbe prepared in the manner prescribed for any original 
forms except that: 


eres Bs ‘The serial mumbers thereof must be the same 
‘as those assigned to the original forms followed by the 
_- word "Adjustment". 


b. The applicant need not sign the adjustment 
‘application. 


Cem AD eae ane pee aon should be computed on the basis 
of the applicable rates of payment and the amount of the total payments 
for the applicants not affected thereby should be circled. 


3. The Vouchers and Schedules of Disbursements should be prepared 
in accordance with procedure outlined for regular applications with the 
exception that one additional copy should be prepared for the files of 
the Clearance Unit. The adjustment application should not be scheduled 
with other applications. 


45/ See Sections A and B, supra. 


ee rte 


4. The Treasury check(s) returned in COE a aE with the claim 
should be canceled as outlined, in Part V- hereof. ae 


Severe record of the RP Hi Lg: of : thes rhe ‘anoalee ‘be. entered 
on the reverse side of the original and remaining copies. of . Treasury 
Form 1664-A (Revised). The ori ginal, of Treasury Form 1664-A (Revised) 
should be placed in the.closed file - 46/ and the duplicate: copies. thereof 
stapled to the State Office file copy of the. original application. 


6. The adjustment application, the State Office file copy of 
the original application, one copy of Form -ACP-28 with respect. to each 
canceled check, and the usual number of copies of..the.schedules and — 
vouchers of disbursements should be transmitted.to the Preaudit Office. 


foes ‘The material not sent to the Preaudit Office should be routed 
‘to the appropriate files in accordance mA tn ents Sune: progentre: 


Oe A copy of Form ACP-~28 shoula. be filed oe the State ne county 
code and SPIE EOS serial numbers in the Clearance. Unit. 


2. Any payments which may have been withheld. pending settlement 
of a disallowed claim should be releaséd in accordance wi.th. existing 
procedure. Any Treasury checks returned to the Disbursing: Office in con- 
nection with but which were not involved in the Se should be 
released in accordance with Part VII hereof... + 


10. At the time the file of the case is epaneni tted Eotere Pre- 
audit Office, the Receiving Unit, or the unit responsible for maintenance 
of files for copies of original applications, should be notified of the 
transmittal of the file copy of the: original application to. such office 
in order that appropriate adjustment in the file charges, may be. made. 

At the time Form CAP-108 is returned to the State Office. by the Preaudit 
Office, the file copy of the original application will also be returned 
and replaced in the files by the Cee ae 


E. PROCEDURE TO BE FOLLOWED WHERE AMOUNT OF RETURNED TREASURY CHECK 
IS IN. EXCESS OF THAT : Ue BECAUSE OF ae IN STATE OFFICE 


1. When o Treasury check has eysva returned because of an error 
in computing or scheduling the payment by the State Office, a copy of 
the original application should be prepared (the Signature of the appli- 
cants, county committeeman, and the secretary of. the genes Agricultural 
gorservetion Association are not necessary). 


2. The necessary copies of vouchers and schedules of disburse- 
ments should be prepared and the copy of the application completed in 
accordance with the instructions contained in Pegeh en Ds Pere e Taos 2 
enna “thi sePart? Viti. 


3. The Treasury check(s) returned in Mase LE say mie the claim 
should be canceled as outlined in te % eee 


46/ See Part II, Section C, supra. 


ae 
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4. Treasury Forms 1664-A (Revised) should be filed in accord- 
ance With Section Dj vparsagraph 5, of this Part VIII. 


5. The case should be routed to the proper offices in accord~ 
ance with paragraphs 6 and 7 of Section D of this Part VIII, whichever 
is applicable. 


F. PROCEDURE TO BE FOLLOWED WHERE REMITTANCES OTHER THAN TREASURY CHECKS 
ARE RECEIVED IN CONNECTION WITH A PAYMENT MADE IN EXCESS OF AMOUNT DUE 


Le ex ee romans. other than a Treasury check is received 
because 2 payment was made in excess of the amount due, the material 
submitted should be examined in accordance with Sections D or E of this 
Part VIII, whichever is applicable. 


2. The remittance should be scheduled for collection to the 
credit of the appropriation account if it is determined that the amount 
of the remittance is the exact difference between the amount due and 
the amount paid or not in excess thereof, a0. and a copy of Form ACP-28 
should be filed with the adjustment application. 


3. If it is found that the refund is less than the amount due, 
the secretary of the Agricultural Conservation Association should be 
advised of the amount and requested to secure the additional sum. 


4. The remittance should be sae for collection to the cre- 
dit of the special deposits account 28/ if it is determined that the 
amount of the remittance is greatcr than the difference between the 
amount due the applicant and the amount paid him or that no Soe: should 
have been made by the’ applicant under the application. 


5. After the amount of the refund due has been determined, this 
amount should be transferred to the appropriation account eae bal- 
ance of the remittance, if any, refunded to the depositor. A copy 
of Form ACP-28 should be filed with the adjustment application. 


PART IX. PROCEDURE TO BE FOLLOWED WHERE NAME OF PAYEE IS 
WRITTEN INCORRECTLY OR ERRONEOUSLY PLACED ON CHECK 


A. TREASURY CHECK RETURNED BECAUSE OF ERROR IN APPLICATION 


1. Yhen a Treasury check is returned because the payee named 
therein is not entitled to the check and the payee was erroneously shown 
in the application, the application and supporting forms which support 
the claim must be executed in the manner prescribed for the execution of 
any Original forms with the exception that: 


47 / See Part Lily sectLontAy isupra. 


48 / See Part III, sege a er eplaeer 6; supra. 
49 / pee) Part. LV, supra. 


at AO Se 


a. The serial numbers thereof mst be the same 


as those assigned to the original forms followed by the 
word "Adjustment". 


b. The application may be signed by the person 
who signed the original application or by the claimant.50 


2, The statement of explanation which accompanies the adjust- 
ment application must: 


ae be prepared in duplicate; 


b. be signed by every claimant who claims an 
additional payment under the adjustment application. 


c. recommend the cancelation of the incorrect— — 
ly issued check(s) and the issuance of new check(s) to 
the claimant(s); and 


d.. set forth all of the facts which justify 


the consideration of the clain. 


If the person whose name erroneously appears on the application and the 
check submits a statement, the statement should disclose the fact that 
he has no interest in the application or the proceeds of the check. 


3. The Treasury check(s) returned in connection with the claim 
should be canceled as outlined in Part V hereof. 


4. The records of the disposition of the checks should be en-_ 
dorsed on the reverse side of the original and remaining copy of 
Treasury Form 1664-A (Revised).. The original of Treasury Form 1664-A 
(Revised) should be placed in ‘the closed file 21/ ana the remaining 
duplicate copies thereof stapled to the State office file copy of the 
Original application. ; ; dee 


5. The Vouchers and Schedules of Disbursements should be pre- _ 
pared in accordance with procedure outlined for regular applications 
with the exception that one additional copy should be prepared for the 
files of the Clearance Unit. The adjustment application should not be 
scheduled with other applications. 


6. The adjustment application, the original of the statement 
of explanation, one copy of Form ACP-28, and the usual numbers of 
vouchers and schedules of disbursements should be transmitted to the 
Preaudit Office together with the State Office file copy of the origi- 
nal application. At the time the file of the case is transmitted to | 
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50/ The claims of two or more persons interested in one original | 
application may be paid under a single adjustment application. 

51/ See Part II, Section A, paragraph 3, supra. 


agi 


the Preaudit Office, the Receiving Unit, or the unit responsible for 
maintenance of files for copies of applications, should be notified of 
the transmittal of the file copy of the original application to such 
office in order that. an appropriate adjustment in the file charges may. 
be made. At the time Form CAP-108 is returned by the Preaudit Office, 
the file copy of the original application will also be returned and re- 


placed in the files by the Receiving Unit. 


7. The material.not sent to the Preaudit Office should be filed 
in accordance with existing procedure. 


B. QREASURY CHECK RETURNED BECAUSE OF ERROR IN THE STATE OFFICE 


1. When a check has been returned because the State Office erron- 
eously computed or scheduled the payment, a claim for the remaining 
amount due should be made by the producer(s) affected 5la/ over the sig- 
nature(s) and present address of such producer(s). 


2. The check(s) returned in connection with the claim should be 
canceled in accordance with Part V hereof. 


35. At the time the accomplished copy of Standard Form No. 1044, 
Revised, is returned to the State Office by the Disbursing Office, the 
case should be handled in accordance with the procedure outlined in 
Section A, paragraphs 4, 5, 6, and 7 of this Part IX. 


C. REMITTANCE OTHER THAN TREASURY CHECK IS RECEIVED 


1. When a remittance other than a Treasury check is received be- 
cause the name of the payee was written incorrectly or erroneously placed 
on the check, the material submitted in connection therewith should be 
examined in accordance with Section A, paragraphs 1 and 2 of this Part IX, 
or Section B; paragraph 1 of this Part IX, whichever is applicable. 


e. If the refund is determined to be duc and the remittance is 
in the exact amount, or not in excess of the exact amount, of -the incor- 
rect payment under which the claim is made, the remittance should be 
scheduled for collection to the credit of the regular appropriation ac- 
count and new check issued to the proper applicant in accordance with 
procedure outlined in Part VIII, Section F, hereof. 


3. If the amount of the remittance is less than that due, the 
secretary of the County Agricultural Conservation Association should be 
notified and appropriate action taken to secure the additional sum. 


51a / The claims of two or more producers for an interest in an original 
application may be paid on a single adjustment application. 
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409 MNeny Lente de termined: that the remittance is in excess of 
the amount’ of the incorrect’ payment, Ais vy portion of the an ount of 
the remittance should be refunded to the incorrect payee, the remittance 


should be scheduled for collection to the credit of the special deposits 


account, the procedure outlined in Part IV hereof should be followed. 


5. When the amount due the correct payee ee been covered into 
the appropriation by the use of Standard Form No. 1046, Revised, the 
procedure outlined in Part VIII, Section F, hereof, should be followed. 


6. If it is determined that the refund should not have been 
made, the remittance should be’ scheduled for deposit to the credit of | 
the special deposits account and refunded to the applicant submitting 
the remittance as outlined in Part IV, Section B, hereof. 


PART X. PROCEDURE TO BE FOLLOWED WHERE TWO CHECKS REPRESENT- “ 
ING THE SAME PAYMENT ARS ISSUED - 7 


A. TREASURY CHECK RETURNED. 


1. When two or more Treasury checks Re reat). the same pay- 
ment. aré issued and one of” the ‘duplicate checks is returned, the dupli- 
cate. check :should be canceled as outlined = iy gt pata! Vv hereof. 


es. he etapenont to be inserted in Form “‘AC- 28 under the words 
"Action Taken" should.set forth, for the purposes of the State Account- 
ant, the fact that no other payment: will be issued: te-replace the can- 
‘celed check. pe ran bs ares a 


3. "REMITTANCE OTHER THAN oReASURY’ CHECK RECEIVED . 

1. When two or more | Treasury: cna “representing the seme pay- 
ment are issued and cashed ‘by the payee, the remittance refunding the 
duplicate payment should be deposited for collection to the credit of 
the regular appropriation account ‘if the omount-thereof is the exact 
amount, or not.in excess of the exact Fn of the duplicate check(s Me 


J. a. If the amount of the hen etahae Lee in exces 3 of the amount 
of duplicate check(s), the remittance should ‘be: taken up in the ‘spe- 
Clal deposits account and the procedure outlined in Part IV eye 
pene be followed. 


Pit soa he statement to be inserted in ce ‘AGP- 2g eae the words 
"Retion Taken" should set forth, for the purposes of the State, Account - 
ant, that the collection is not reimbursible. 


SRC-105 Issued February 15, 1939. 
Amendment No. l. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
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Z STATE OFFICE PROCEDURE FOR THE DISPOSITION OF a nee 
\ ADJUSTMENT APPLICATIONS, UNDELIVERED CHECKS, rete TMF 
LOST CHECKS AND REFUNDS OF GRANT PAYMENTS UNDER ad 
| THE 1937 COTTON PRICE ADJUSTMENT PAYMENT PLAN 
SRC-105 is amended by the addition of the following Part XI. 
PART XI - PROCEDURE TO BE FOLLOWED IN THE DISPOSITION 
’ OF CLAIMS CASES. ae 
PF Ail we 


A. FORM OF CLAIM. | | TAG, 


cation For Payment Of Amounts Due Deceased Or Incompetent Producets Under” 
The 1937 Cotton Price Adjustment Payment Plan", or Standard Form No.~1055, 
"Application For Payments Of Amounts Due Deceased Or Incompetent Civilian — 
Employees, Officers And Enlisted Men In The Military Service, And Public 
Creditors Of The United States". 


WS Ch Oj 7) eh e\, 
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1. Claims will be submitted, in duplicate, on Form caP-TNf,, Napoti« ee: 


2. If the amount accruing to the estate of an incompetent producer 
is in excess of $500.00, claim must have been made by the legal guardian or 
committee of such incompetent producer. If a deceased producer is survived 
by a minor heir who is entitled. under Section 41, D, as amended, CAP 105 
(hereinafter referred to as "the regulations") to the amount due, or to share 
therein, and if such amount to which the minor heir is entitled is in excess 
of $500.00, payment thereof may be made only to the legal guardian of such 
minor, or the conservator of his estate. 


3. Where claim is filed by an agent, payment will be made to the 
principal rather than to the agent. <A power of attorney shall be con- 
F strued to empower the agent only to claim, and not to receive, payment 
on behalf of his principal. 


& B. AUDIT OF CLAIMS ON STANDARD FORM NO. 1055 


1. Form No. 1055 must have been executed in accordance with the 
provisions of Section A, Part XI, of SRC-l102, as Amended, except that: 


a. Paragraph 3 is inapplicable. 


b. Sub-paragraphs 6(b), 6(c), 6(d), and 6(e) are 
inapplicable. 


2. There should appear on Standard Form No. 1055, in paragraphs 
6(f), 6(g), or 6(h), the names, addresses and relationship to the decedent 


Pe pee 


or incompetent of the person(s) authorized by the regulations to receive 
the proceeds of the payment. The names of persons coming within a lower 
classification of preference than that of the claimant(s) need not have 
been listed. 


3. The signatures of the claimants' must have been acknowledged 
before a notary public or piper. pat ioer authorized to adninister oaths, 


4, The following additional certifications must ‘have been attached: 


a. If claim is filed by an executor, administrator, 
legal guardian or committee, of the estate of the Sd atone he 
or incompetent producer, 


(1) A statement executed by the claimant 
embodying the certification set forth in para- 
grephs 3 and 4, Part I, of Form CAP-111; and 


(2) An executed "Certificate of County 
Committee", such as is set out in paragraph 5, 
Part I, of Form CAP-111, except that in such cer- 
tificate the words "on the attached Standard Form 
No. 1055" shall have been inserted in lieu of the 
word "above", Documentary evidence of the appoint= 
ment will serve in lieu of such certificate. If 
the "Certificate of County Committee" appears on 
the statement required in sub-paragraph a., (1), 
above, the name of the claimant-need not . appear 
therein: If such "Certificate of County Commit- 
tee" is submitted as a separate document, the 
Claimant must have been mentioned therein by 
name, 


b. If no executor, administrator, guardian or come 
mittee of the estate of the deceased or incompetent pro- 
ducer has been or will be appointed and claim has been filed 
by other person(s) entitled, under the regulations to the 
whole or a part of the payment, such claimant(s) must also 
have submitted a statement embodying the certifications set 
forth in paragraphs 5 and 6, Part II, of Form CAP-11l. 


(1) If claim has been filed by a trustee 
or agent of the heir(s) of the deceased producer, 
there must have been submitted a "Certificate of 
County Committee" similar to that set forth in 
paragraph 5, Part I, of Form CAP-111, except that 
the words "on the attached Standard Form No. 1055" 
shall have been inserted in lieu of the word "above! 


(2) If the "Certificate of County Com- 
mittee" appears on the same document as the claimants! 
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statement required in sub-paragraph b. above, the 
name of the claimant need ndt appear therein. If 
such "Certificate of County Committee is contained 


in a separate document, the claimants! name must 
appear therein. 


(3) If claim is made by a trustee or agent 
of the heirs of a deceased producer, the signature 
of the claimant in paragraph 6 (j) must indicate 
the capacity in which he is acting, e.g., John Doe, 
trustee for (or agent of) the heirs of Joseph Roe, : 
deceased. bon 8 


(4) If there is a minor heir(s) of a de- 
ceased producer who is entitled under the regulations 
to the whole or a part of the payment accruing to the 
estate of his deceased parent, the name of each such 
minor and the name of his legal or natural guardian, 
or conservator, if any, must appear in paragraph 6 (j) 
by the claimant. | 


CG. AUDIT OF CLAIMS ON FORM CAP-111. 


1, If claim has been submitted by an administrator, executor, legal 
guardian or committee of the estate of a deceased or incompetent producer 
for the proceeds of a payment accruing to such estate, Part I only is 
applicable. 


2, If no executor, administrator, guardian or committee has been 
or will be appointed, and claim is filed by other person(s) entitled under 
the regulations to the whole or a part of the payment accruing to the 
estate of a deceased or incompetent 52/ producer, Part Il only is appli- 
cable. 


a. There should appear on Form CAP-111 the names, 
addresses, and relationship to the decedent or incompetent, 
of the person(s) authorized by the regulations to receive 
the proceeds of the payment. The names of persons coming 
within a lower classification of preference than that of 
the claimant(s) need not have been listed. 


be If more than three persons jointly file clain, 
a separate Form CAP-lll marked "Continuation Sheet" should 
have been prepared, showing the nanes of the additional 


52/ If an incompetent producer has been committed to an institution for 
the insane and no legal guardian or committee has been or will be 
appointed, any claim filed for the proceeds of a payment accruing 
to the estate of such incompetent producer shall be referred to the 
Director. 
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applicant(s) in the opening statement of Part II and the 
Signature(s) of such applicant(s) in paragraph 7. 


.¢. The signature of a trustee or agent appearing 
in paragraph 7 must indicate his fiduciary capacity, eves, 
John Doe, Trustee (or agent) for the heirs of Joseph Roe, 
deceased, apt. Pees 


bes If Mewes is filed by the legal or natural guardian 
of a minor, the signature of the guardian in paragraph 7 
should indicate his capacity, e.g., John Doe, legal (or 


natural) guardian of James Smith, minor. 


3. Documentary evidence of appointment of the claimant as admin- 
istrator, executor, guardian, committee, trustee or agent need not have 
been submitted to the State Office, 


4. If claim is filed by a trustee or an agent of the heirs of a 
deceased producer, or by the legal guardian of one or more heirs of a 
deceased producer, the "Certificate of County Committee" must have been 
altered by the deletion of the word "above! and the substitution of the 
word "below" in lieu thereof. 


5. If claim is filed by an agent of the heir(s) of a deceased 
producer, the "Certificate of County Committee" must have been altered by 
the deletion of the words "the payment claimed" and substitution of the 
words "submit this claim’ in lieu thereof, 


; 6. Any claim by a natural guardian must be accompanied by an 
additional certification in paragraph 7 to the effect that the claimant 
is the natural guardian and that the proceeds of the payment will be 
used for the benefit of the minor. 53/ 7 


?. The signature(s) of the claimant(s) need not have been acknowl- 
edged before a notary public or other officer authorized to administer 
Oaths. 


8. If a person entitled to share in the proceeds of a payment, 
in accordance with the regulations, is a minor, and there is no legal 
or natural guardian, any claim filed by the person who has the care and 
custody of such minor shall be referred to the Director for consideration, 54/ 


9. If claim is made by a minor who has been emancipated, a certi- 
fication by such minor to the effect that he is emancipated should appear 
in paragraph 7. 


53/ For the purposes of this procedure any person related to a minor who 


has actual custody of such minor (for whom no legal guardian has been 
appointed) may be considered as a natural guardian. 


54/ It is to be noted that no provision is made in SRC-106, as amended, 
for claims by custodians on behalf of minors in their care and custody. 


‘Nag A 


10. The signature of a disintefested person must appear in para- 
eraph 8. If a Form CAP-111 marked "Continuation Sheet'' is used, the cer- 
tification of a disinterested person in paragraph 8 need appear only on 
the Form CAP-111 marked'"Continuation Sheet". = 


D. PREPARATION OF SCHEDULES AND VOUCHERS FOR PAYMENTS ACCRUING TO THE 
ESTATES OF DECEASED OR INCOMPETENT PERSONS FOR CASES WHEREIN NEITHER 
THE DECEDENT, THH INCOMPETENT PERSON, NOR THE APPLICANT IS INDEBTED 
TO THS AGRICULTURAL ADJUSTMENT ADMINISTRATION. i 


1. When it has been determined that the person(s) claiming the 
proceeds of a 1937 Cotton Price Adjustment payment, is entitled to all> 
or part of the payment due the estate of the decedent or incompetent, 
the amount to which the claimant(s) is found to be entitled should be _ 
scheduled and vouchered for payment to him in accordance with the 
provisions of Section VI of SRP-37, Part VII, except that: . 


a. Enter the letter "(C)" immediately following the 
Administrative Voucher No. . aes woe deal 


He Payments should be scheduled and vouchered to the 
claimants individually in a manner indicative of the capacity 
in which payment is to be received by them. rh 


2. When payment has been vouchered to a claimant, the bureau 
voucher and schedure numbers and the amount of payment certified should 
be entered on a copy of Treasury Forms 1664-A, (Revised), which forms a 
part of the claims file. Such notations will avoid duplicate paynents. 


E. PREPARATION OF SCHEDULES AND VOUCHERS FOR PAYMENTS ACCRUING TO THE 
ESTATES OF DECEASED OR INCOMPETENT PERSONS FOR CASES WHEREIN HITHER 
THE DECEDENT OR THE APPLICANT IS INDEBTED TO THE AGRICULTURAL ADJUST- 
MENT ADMINISTRATION. 


1. If it is determined that the estate of a deceased person is 
indebted to the Agricultural Adjustment Administration 55/ the entire 
amount of the payment due the decedent's estate, or so much thereof as 
is required to liquidate such indebtedness, shall be scheduled to the 
Treasurer of the United States in the manner outlined in Part II of SRC- 
104. The remaining amount due, if any, amy be certified for payment in 
accordance with Section D of this Part XI. 


2. If it is determined that a claimant is entitled to the beneficial 
interest of the entire payment due, or the beneficial interest of a share 
therein, and it is further determined that such applicant is indebted to 
the Agricultural Adjustment Administration, the entire beneficial interest 


eS) Debts owed to independent bureaus, agencies or departments of the 


Government, other than the Agricultural Adjustment Administration, 
shall not be set off if reported subsequent to the initial (original) 
administrative certification of the voucher for payment to the decedent. 
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of such applicant, or so much thereof as is necessary to liquidate such 
indebtedness, shall be scheduled to the Treasurer of the United States 
in the manner outlined in Part II of SRC-104. The remaining amount due 
such applicant, if any, may be certified for payment in accordance with 
the provisions of Section D of this Part XI. 


3. If it is determined that a person who, in accordance with the 
regulations, is entitled to share in the payment accruing to the estate of 
the decedent; has appointed another, as agent or trustee, to file claim 
in his stead, and if it should further appear that such person who has 
delegated his right to receive the payment is indebted to the Agricultural 
Adjustment Administration, the amount that would be payable to such person 
in the absence of the delegation, or so much thereof as is necessary to 
liquidate such indebtedness, shall be scheduled and vouchered subject to 
deduction in accordance with Part II of SRO-104, and the remaining amount 
due, if any, paid as outlined in Section D of this Part XI in accordance 
with the agency or trust agreement. 


F. DISALLOWED CLAIMS. 


1. Only the amount to which the claimant(s) is entitled under the 
regulations will be paid unless such claimant(s) has been authorized to 
file claim as agent or trustee for another person(s) who is entitled to 
Share in the proceeds of the payment under such regulations. 


ee If for any reason the claim cannot be allowed, the claimant 
shall be advised by letter of the reason(s) for disallowance. The County 
Office shall be furnished with a copy of such letter. The records rela- 
tive to the disallowed claim shall be placed in a file alphabetically 
(by the surname of the incompetent or decedent) pending renewal of the 
disallowed claim or submission of a claim by some other person. 


a 


SRC-—105 
Amendment No, 2 Issued October 10, 1939. 


UNITED STATES DEPARTMENT OF AGRICULTURE 


AGRICULTURAL ADJUSTMENT ADMINISTRATION nas 
SOUTHERN DIVISION o> 


STATE OFFICE PROCEDURE FOR THE DISPOSITION 


j OF ADJUSTMENT APPLICATIONS, UNDELIVERED 
| CHECKS, LOST CHECKS, AND REFUNDS OF GRANT 
f PAYMENTS UNDER THE 1937 COTTON PRICE ADJUST- 


MENT PAYMENT PLAN 


Subparagraph m., paragraph 6, Section A, Part III of SRC-105, 
as amended, is further amended to read as follows: 


m, <A concise statement of the purpose for which 
the refund was made should be entered in the column en- 
titled "Detailed Description of Purpose for Which Collec- 
tions Were Received", including the following: 


(1) the name of the applicant, 


(2) the code and serial number of the 
application whereunder the overpayment was certi- 
fied, 


(3) the Disbursing Office Voucher Number 
whereunder the overpayment was made, 


(4) the number of the check whereby the 
overpayment was made, and, 


(5) the period during which the voucher 
whereunder the overpayment was made was taken up 
by the Disbursing Office. 


Subparagraph m., paragraph 1, Section A, Part IV of SRC-105, 
as amended, is further amended to read as follows: 


«20 Gia 


(1) the name of the applicant, 


(2) the code and serial number of the 
application whereunder the overpayment was certi- 
fied, 


(3) the Disbursing Office Voucher Number 
whereunder the overpayment was made, 


(4) the number of the check whereby the 
overpayment was made, and 


(5) the period during which the voucher 
whereunder the overpayment was made was taken up 
by the Disbursing Office, 
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